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Introduction to Master Calendar
Legacy Documentation

The purpose of the section is to answer your questions and guide you through
the procedures necessary to install, configure and administer the EMS Master

Calendar efficiently and effectively for legacy versions.

IMPORTANT: To ensure your users are benefiting from the newest features,
enhancements, and fixes, EMS Software recommends that you upgrade to the most

current release of your EMS product.

INTERESTED IN UPGRADING?

Contact EMS Sales at (800) 440-3994. For more information, visit

www.emssoftware.com.



Preface

Welcome to the Master Calendar Setup Guide. The purpose of the Master Calendar Setup
Guideisto answer your questions and guide you through the procedures necessary to usethe
Master Calendar system efficiently and effectively.

Using the manual

You will find the Master Calendar Setup Guide easy to use. You can simply look up thetopic
that you need in the table of contents or the index. Later, in this Preface, you will find a brief
discussion of each chapter to further assist you in locating the information that you need.

Special information about the manual

The Master Calendar Setup Guide has adual purpose design. It can be distributed
electronically and then printed on an as-needed basis, or it can be viewed onlinein itsfully
interactive capacity. If you print the document, for best results, it is recommended that you
print it on aduplex printer; however, single-sided printing will also work. If you view the
document online, a standard set of bookmarks appears in a frame on the left side of the
document window for navigation through the document. For better viewing, decrease the
size of the bookmark frame and use the magnification box to increase the magnification of
the document to your viewing preference.

Conventions used in the manual

The Master Calendar Setup Guide uses the following conventions:

* Information that can vary in a command—variable information—is indicated by
alphanumeric characters enclosed in angle brackets; for example, <Calendar Name>. Do
not type the angle brackets when you specify the variable information.

* A new term, or term that must be emphasized for clarity of procedures, isitalicized.
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Preface

* Master Calendar has been designed using responsive web design. Thismanual documents
the tabs, fields, menus, and the available functionality from afull browser display. Asa
result, the label s that are displayed and the functions that are available on amenu or page
when viewing the application in another device might be different than what is shownin
this manual.

« Different site themes, which include the locations of Calendar Filters and color schemes,
are available for aMaster Calendar site. The theme that has been chosen for the screen
capturesin thismanual might not be the same as the theme that your Master Calendar site
administrator has chosen for your organization's site.

*  Themain menu can be customized for aMaster Calendar site. The menu optionsthat are
shown in the screen captures in this manual might not be the same as the menu options
that your Master Calendar administrator has set up for your organization’s site.

» Thismanual isintended for both print and online viewing.

« If information appearsin blue, it is ahyperlink. Table of Contents and Index entries
are also hyperlinks. Click the hyperlink to advance to the referenced information.

Assumptions for the manual

The Master Calendar Setup Guide assumes that:

* You arefamiliar with web-based applications and basic web functions and navigational
elements.

e You arefamiliar with basic Windows content formatting and layout tools.

Organization of the manual

In addition to this Preface, the Master Calendar Setup Guide contains the following chapters
and appendices:

o “Getting Started with Master Calendar,” details the procedures for opening and logging
in to Master Calendar. It also provides an overview of the magjor navigationa elements
and it details application featuresthat are common to both aMaster Calendar site
administrator and a Master Calendar user.

e “Configuring Groupings and Calendars,” details the managing of groupings and
calendarsin Master Calendar including adding, ordering, editing and
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Preface

deleting groupings, and viewing the history for agrouping. It also details adding, editing
and activating and inactivating calendars, ordering calendars, viewing the history for a
calendar, and adding calendar URLSs.

“Configuring Optional Information,” details the configuration of optional information in
Master Calendar including adding, editing, and deleting event types, adding editing, and
deleting event type views, adding, editing, and deleting custom field hints, adding,
editing, and deleting event |ocations, adding, editing, and deleting user-defined
guestions, and adding editing, and deleting event icons.

“Configuring Special Dates and Announcements,” details the managing of special dates
and announcements in Master Calendar including adding, editing, and deleting special
dates, adding more datesto arecurring special date, adding, activating, inactivating,
editing, and del eting announcements, and viewing the history for an announcement. It
also details importing events, editing events, deleting events, and purging imported
events and viewing the history for an imported event.

“Configuring Usersand Templates,” detail sthe managing of usersand templatesin
Master Calendar including searching for users, adding and editing user records,
activating and inactivating user records, deleting inactive users, and viewing the history
for auser record. It also details adding user templates, specifying template permissions
and assigning users to templates, activating and inactivating templates, editing
templates, deleting templates and viewing the history for atemplate.

“Administering Master Calendar,” detailsthat site administration functions that are
available in Master Calendar including setting the theme for your Master Calendar site,
changing the default settings for Master Calendar, managing RSS feeds, managing
menu options, viewing and updating Master Calendar registration information,
managing data sources and connectors, customizing email headers for automated
emails, managing help text, and managing subscriptions.

“Site Configuration Settings,” details the Master Calendar site configuration settings.

Master Calendar Setup Guide 15



Getting Started with
Master Calendar

Master Calendar provides instant, online access to a centralized calendar of events that not
only provides date, time and location, but also displays a detailed event description,
directionsto the venue and any other important information you choose to enter. This chapter
detail s the procedures for opening and logging in to Master Calendar. It also provides an
overview of the mgjor navigational elements and it also details application features that are
common to both a Master Calendar site administrator and a Master Calendar user.

This chapter covers the following topics:

e “Opening, Logging in to, and Logging Out of Master Calendar”
* “Master Caendar User Menu”

e “Using Hyperlinks on a Master Calendar Page’

*  “Required Fields and Using Icons to Enter Data’
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Getting Started with Master
Calendar

Opening, Logging in to, and Logging Out of
Master Calendar

When aguest or auser first opens Master Calendar, or auser logsin to Master Calendar, the
Master Calendar Home page opens. The page that you remain on after logging out of Master
Caendar depends upon the log out option that you select.

To log in to Master Calendar

1. Onthe Master Calendar Home page, click Login.

The Login dialog box opens. You use this dialog box to enter your User |d and password
tolog into Master Calendar. An option is aso present to select atime zone.

Thefirst time that you log in to Master Calendar as an administrator user (also
referred to as a site administrator), you must use admin/admin as the User 1d /
password combination. It is recommended that you change this combination
after your first login. See” To edit a user” .

Figure 1-1:  Login dialog box

UserId

Password

Time zone (GMT -07:00) Mountai -

Email me my password

2. Enter your User Id and password.

3. Select atime zone.

The value that you select for time zone is automatically set as the default value for
the time zone for any event that you submit. You can always change this value for

an event.

4, PressENTER, or click Login.

The Master Calendar Home page remains open. A User menu is available on this page.
See “Master Calendar User Menu”.

For a new installation, you are prompted to enter your organization's registration
information. See “ Viewing and Updating Master Calendar Registration

Information” .
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Getting Started with Master Calendar

To log out of Master Calendar

» If you are on the Master Calendar Home page, then ssimply click Log Out next to your
User Name. The Master Calendar Home page remains open.

« If youareonthe Add Event page, then simply click Log Out next to your User Name. The
Add Event page remains open.

e If you are on any of the Admin Panel pages (for example, Manage Events or Manage
Special Dates), then under My Account, click Log Out.

The Master Calendar Login page opens. After you log in to Master Calendar from this
page, the Manage Events page opens.

Figure 1-2:  Master Calendar Login page

Calendar Submit Event My Account

RT - LOGIN HELP TEXT
i

User 1d:*

[ |
Password:*
Time zone:™
[(&MT -07:00) Mountain Time ~]

Email me my password
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Getting Started with Master Calendar

Master Calendar User Menu

The User menu is only one of many components on the Master Calendar Home
@ page, It is discussed here because you must under stand how to access all the
Admin functions that are discussed in this Setup Guide. For a complete discussion
of the default layout and the components of the Master Calendar Home page, see
the Master Calendar Home page in Getting Sarted in the Master Calendar User’s

Manual.

After you log into Master Calendar, your User Name s displayed in the upper right corner of
the Home page. A dropdown menu is available for the name. The options that are available
on this User menu depend on whether you are a standard user, a Calendar Manager, or an
administrator user (also referred to as a site administrator).

Figure 1-3:

User menu

User menu, Calendar Manager or administrator user

riter

)

Admin Panel
Calendar
My Options

Technica

Submit Event

Help

Option

Description

Admin Panel

Displayed only for Calendar Managers or administrator users. A Calendar
Manager or administrator user must click this option to open the Master Calendar
Manage Events page. The Master Calendar main menu is displayed at the top of
the page. From this page, you can view all the calendars to which you have
access as a Calendar Manager, and you can access all the Master Calendar
functions and system areas that are available to you either as a Calendar
Manager or as a site administrator.

Note: For Calendar Managers, see Managing Events from the Manage Events
page in the Master Calendar User’s Manual.

Calendar

Users or guests can click this option at any time to return to the Master Calendar
Home page.

My Options

Displayed for standard users, Calendar Managers, and site administrators. See
Managing your Master Calendar Options in the Master Calendar User’s Manual.
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Getting Started with Master Calendar

Option Description

Submit Event Opens the Add Event page. Users and guests use this page to submit events to
calendars to which they have been granted access. See Submitting an Event in
the Master Calendar User’s Manual.

Help Displayed for standard users, Calendar Managers, and site administrators.
« Contents - Opens the Master Calendar Online Help.

* Knowledge Base - Opens the EMS Support Center Knowledge Base for
Master Calendar.

Figure 1-4:  Master Calendar Manage Events page with main menu

Medem
Medsam
Mediam
High

Mediam
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Getting Started with Master Calendar

Using Hyperlinks on a Master Calendar Page

On any Master Calendar page, any item that appears in blue, or is underlined (such asan
event entry on acalendar) is a hyperlink. Different links have different purposes. For
example, alink might open a blank email, or a page on which you can view the information
for the selected item. In addition, if the link isfor an event, depending on how you are logged
in to the system, you might also be able to edit the information for the selected event and
carry out other actions. (See Managing an Event from the Event Summary Page in the
Master Calendar User’s Manual.) If the link is a column header, then you can click the link
to sort the displayed information based on the column header, and then click on the link
again to reverse the sort order.

Figure 1-5:  Example of a hyperlink on a Master Calendar page

Art Show

Thursday, July 11, 2013
8:00 AM - 9:00 AM

Ballroom

Click an event hyperlink to
open an Event popup which
displays information about the
event.

Aftend the amazing art show. |

All Day 9:00 AM - 5:00
Field Day FM (I5T)

Check Edit
£:00 AM - 5:00 function
PM (UTC) -

The Calendar Managers hyperlink and an RSS Feeds hyperlink are displayed at the bottom
of every pagein Master Calendar.

Figure 1-6:  Calendar Managers and RSS Feeds links at bottom of Master Calendar pages

Calendar Managers | RSS Feeds

If you click the Calendar Managers hyperlink, the Calendar Managers page opens. This page
displays all the currently active calendars in Master Calendar and their Calendar Managers
by grouping. Any notes about a calendar are also displayed. The email address for a
Calendar Manager isahyperlink that you can click to open ablank email that you can fill out
and send directly to the Calendar Manager.

Figure 1-7:  Calendar Managers page

Admin Calendar Submit Event My Account Help Welcome: Technical Writer

A B Design Corporation

an.sorrentina @dea.com
sorrentino@dea.com
sorrentino@dea.com
an.sorrentina@dea.com

sorrentino@dea.com
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Getting Started with Master Calendar

If your site administrator has configured RSS feeds, then when you click the RSS Feeds
hyperlink, alist of all currently active RSS feeds opens. Click on the RSS button below a
feed to open the feed and view the information for the feed.

Thefirst time that you click the RSS Feeds link, you might be prompted to
download an RSSfeed reader and carry out other activities before you can view a
feed.

Figure 1-8:  Viewing an RSS feed

Point your news reader to an address below to subscribe. You may subscribe to multiple feeds.

+.dea.com/VHOUB1251501584/RSSFeeds.aspx?data=VXLC YILwAXIINZwCY220nXg| CTsvX8a3jDKi%2b3hDwue3d

Click the RSS link to open and
view the information for the
selected RSS feed.

fuevews, dez.com/VHOUB1251 501584/ RSSFeeds aspx?data=tA%2bhCNXmZer0% 2blV 3w iOHTc Mz BN AZE

+.dea.com/VHOUB1251501584/RSSFeeds.aspx?data=mL1noRCrG11%2fl Tuo7OUVKO4BKA ST 7QaKONVoEsmZvide3d

nnnnn d
.com/VHOUB1251501984/ ds.aspx?dal g2VPEWYEIWYOZ3uw8CmiSWzEbEFBAMZxbL1WQ%3dY

Displaying

RP Featured Event Test 12/11/2013 5:00 AM to 5:00 PM - Glrtinger Hall

Filtes by estegary:

RP Featured Event Test 12/10/2013 3:00 AM to 500 PM - Glrtinger Hall
RP Featured Event Test 12/5/2013 5:00 AM to 5:00 PM - Glttinger Hall

RP Featured Event Test 12/8/2013 5:00 AM to 5:00 PM - Gittinger Hall

The*" Subscribeto thefeed” option is always available after you open the feed. By default, all
notifications in all categories sorted by date (most recent date first) are displayed when an
RSS feed first opens. Optionally, you can do one or more of the following:

» Enter asearch string in the Displaying field to search for and display only those
notifications that meet the search criteria.

The search islimited to the exact order of the charactersin the string; however,
@ the search string is not case-sensitive and the search string can be found anywhere
in the search results. For example, the search string “ mental” returns
notifications that contain either Departmental or Mental Health Department.
» Sort the notifications for the feed by either Title or Author.

» Filter the notifications for the feed by category.
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Getting Started with Master Calendar

Required Fields and Using Icons to Enter Data

A required field isafield into which you must enter data before you can save an addition or
modification in Master Calendar. A required field is denoted by ared asterisk to the right of
it.

Figure 1-9:  Example of a required field

Calendars:™
(Multiple Selected) w

Many fieldsin Master Calendar, whether required or optional, have an icon next to them. For
some fields with an icon next to them, you can manually enter data into the field, or you can
click theicon next to the field to open alist from which you can select avalue to populate the
field. For other fields, your only option isto click theicon next to the field to open alist and
select avalue for the field. If you must use an icon to populate afield, then the field is not
blank. Instead, a default value such as“Multiple Selected” or “all” isaways displayed in the
field.

Figure 1-10: Example fields with an icon next to them on a Master Calendar page

For a date field, you can enter the date manually into
Start Date: End Date: the field, or you can click the Calendar Picker icon to
= = open a calendar and select the date.

Calendars: * For some fields, your only option is to click the icon next
(Multiple Selected) 7 to the field to open a list and select a value for the field.

Event Types:

(all} w
Locations:
(all} w

Each icon isidentified by aunique namein Master Calendar. If a procedure in the Master
Calendar Setup Guide or Master Calendar User’s Manual refers to an icon and you are not
certain asto which icon the procedure is referring, then place your mouse pointer on theicon
to display the name of theicon in atooltip.

Figure 1-11: Viewing the name of an icon

Start Date: End Date:
-
Keyword: Calendar Picker

Four icons—the L ookup icon, the Calendar Picker icon, the Color Picker icon, and the Time
Picker icon—are used repeatedly in Master Calendar and function the same way regardless
of the page on which they are used.
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Getting Started with Master Calendar

Lookup icon

Click the Lookup icon to open alist of from which you can select one or more values to
populate afield. To select all valuesin asingle step, click All. After you make your
selections, click Apply to close the dialog box. If you select more than one value from the
list, but not all values, then the phrase “Multiple Selected” appearsin the field after you
make your selections and close the list. If you select all values on thelist, then thefield is
popul ated with the phrase “All.”

Figure 1-12: Example of using the Lookup icon to populate a field

Calem.iars:' Calendars
(Multiple Selected) v|/{b

W] "Tast A
Wl < arts & Culture >
IE Auto Create Buildings

Click the Lookup icon next to a field to open a M gastetoal, Women's

list from which you can select values for the Macsrd of Education

field. [ calendar of Events
IE Calendar URL check
IE Campus Activites W
'j‘ Cmmbenr for | amd Comimd

Calendar Picker icon

26

For any datefield in Master Calendar, you can enter manually enter the date, or you can click
the Calendar Picker icon to open the Calendar Tool from which you can select a date for the

field. The Calendar tool shows the current day’s date when it opens. You can click adate to

select it, you can use the scroll features on the tool to select adifferent month for agiven year

or adifferent year for a given month, or you can use the dropdown list options to select a
different month and/or year. If you manually enter adate in adate field, you can enter the

date in any month/day/year format—mm/dd/yyyy, m/d/yy, and so on. The application always

displays the date based on the language that is specified for your web browser and you
cannot modify this.

Figure 1-13: Calendar Tool
O

Manually enter

adate in a blank
datefield. g End Date:

Scroll forwards
through the years
for a given month.

Scroll backwards
through the
months for a given
year.

Select a different
Select a different year.

month.

Click a date to select it.
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Getting Started with Master Calendar
Color Picker icon

If you can specify acolor for aselected item in Master Calendar, for example, an event label,
then a Color Picker icon appears next to the item. You can manually enter an RGB or HEX
value for the color in the field, you can click the Color Picker icon to open the Color Picker
dialog box and select an RGB color or a Named Color, or you can define a custom color on
the Color dider tab. After you use the Color Picker dialog box to select a color, the dialog
box closes automatically and the Font Color field is populated with the RGB or HEX value
for the selected color.

Figure 1-14: Color Picker dialog box

Menu Color: Menu

Button Color:

Primary Color: Sesgn 0 [
=33FF00 [} 233 o
[EEEEEE e | | ]

Click the Color Picker icon to open the |..................I:
Color Picker dialog box and select an RGB | D O
color, a Named Color, or on the Color slider |..................I
tab, define a custom color, for an item in (e [ [ [
Master Calendar. () Y [ (M I E
e ]

(o [ P I

I o

Time Picker icon

For any timefield in Master Calendar, you can click the Time Picker icon to open alist from
which you can select atime for the field. By default, the list shows 15 minute time
increments for a 24 hour period.

Figure 1-15: Time Picker list

Start Time: End Time: D No end time

. Wy s,
5:00 AM LJ 5:00 PM DEnd time goes into the next day

5:00 PM

_ 5:30 PM
Custom Us:45 pm
6:00 PM
) 6:15 PM
Type: 6:30 PM
(Custom Field] 5,45 pm -
. 7:00 PM —
Field name|, . _ ., [
7:30 PM ?
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Configuring Groupings and
Calendars

Managing groupings and calendarsin Master Calendar consists of avariety of tasks,
including adding, editing, and deleting groupings, adding, editing, and ordering calendars,
and adding calendar URLSs.

This chapter covers the following topics:

» “Managing Groupingsin Master Calendar”
* “Managing Calendarsin Master Calendar”
e “Managing Calendar URLS’

The option External Linksis displayed on the Groupings and Calendars menu;
however, it is currently not functional.
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Configuring Groupings and Calendars

Managing Groupings in Master Calendar

A grouping in Master Calendar is a classification or division that contains one or more
calendars. You typically use a grouping to distinguish one group of related calendars from
another, or for identification purposes. For example, for a university calendar system, you
might have a grouping for student union events, another grouping for athletic events, another
grouping for invited speaker events, and so on.

Calendar groupings are displayed on the Groupings page. The Groupings page has an Active
tab and Not Used tab. An active grouping is a groupings to which at least one calendar has
been added. All currently active groupings in Master Calendar are displayed on the Active
tab. All groupingsthat do not have at least one calendar added are displayed on the Not Used
tab. By default, groupings are initially displayed on both tabs on the Groupings page in
alphabetical order by grouping name, regardless of a grouping’s sequence.

Figure 2-1:  Groupings page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Order | Edit

. Gowng |

Groupings
[] Name = Description Sequence
[ A B Design Corporation Divisions of A B Design Corporation 28
[ Acme Corporation 3

You can view calendars in a single grouping or from multiple groupings together. If
appropriate, you can add an event to multiple calendars in multiple groupings. Managing
groupings consists of adding groupings, ordering groupings, editing groupings, and deleting
groupings. You can aso view the history for a grouping.

To add a grouping
1. Under the Admin Panel main menu option, point to Groupings and Calendars, and then
click Groupings.
The Manage Groupings page opens. The Active tab is the opened tab.
Figure 2-2:  Manage Groupings page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Order | Edit

. Gowng |

Groupings
[] Name = Description Sequence
[ A B Design Corporation Divisions of A B Design Corporation 28
[ Acme Corporation 3
[ Administrative 10
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Configuring Groupings and Calendars

2. Under Actions, click Add.

The Add Grouping page opens. The Details tab is the only tab on this page. You use the
options on this tab to add the information for the grouping.

Figure 2-3:  Detalils tab

Grouping Name:*

Grouping Description

3. Enter the grouping name.
4. Optionally, enter a description of the grouping.

5. Click Save.
The grouping is added as an inactive item to the Master Calendar and is displayed on the
Not Used tab on the Manage Groupings page. The grouping is not displayed on the
Active tab on the Manage Groupings page until you add at least one calendar to it. Also,
until you change the default order of the groupings, the sequence for every grouping is
zero. (See“To order groupings’.)

Figure 2-4:  Manage Groupings page, Not Used tab

Admin Calendar Submit Event My Account Help

Actions
Add | Order | Edit | Delete

Groupings

[] Name = Description Sequence
[0 Announcements General Community Announcements 6
[0 Fundraising Events Various fundraising organizational calendars 13
[0 Grouping Test testing 4
[0 MNew testing group testing purposes 1]
O PTA1 PTA events 9
[0 Staff & Faculty Staff and Faculty Private Events 17
[0 Test Group Group Created for the purpose of testing 18
O Vijay Group Vijay group for tesing 123 15
[0 Winter Sports Winter Sports 14
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To order groupings

Configuring Groupings and Calendars

By default, groupings areinitially displayed on both tabs on the Manage Groupings page in
alphabetical order by grouping name, regardless of a grouping’s sequence. You have two
options for changing the order of the groupings:

» Tochangetheorder of groupings on the Manage Groupings page, you can click the Name
column header to sort the groupings by reverse alphabetical order by grouping name.
(Click the Name column header again to return the sort to alphabetical order.)

» To changethe order of the groupings on the Master Calendar Home page and on the
various calendar pages, you can doing the following:

1. Under the Admin Panel main menu option, point to Groupings and Calendars, and then
click Groupings.

The Manage Groupings page opens. The Active tab is the opened tab.

Figure 2-5:

Manage Groupings page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Order | Edit

Description

[] Name =~

[] A B Design Corporation

[] Acme Corporation

[ Administrative

[] Alumni Association

71 American Chemical Society

2. Under Actions, click Order:

Divisions of A B Design Corporation

University Alumni Association
Calendars for the different divisions of the ACS

Sequence
28
3
10
5
31

The Order Groupings page opens. tA singlelist of al groupings (Active and Not Used)
is displayed on the page.

Figure 2-6:

Order Groupings page

Groupings:*

Select a grouping and click Move Up or Move Down to move it to a new position.

Mew testing group

Acme Corporation

Alumni Association
Announcemeants

Cultural Events
Announcements (Campus)
PTA 1

Administrative

Internal Calendars

Legal

Fundraising Events

Winter Sports

Vijay Group

Students

Staff & Faculty

Test Group [¥]
Public

Aibloes

Master Calendar Setup Guide
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Configuring Groupings and Calendars
3. Select agrouping, and then click Move Up ++ or Move Down -- to move the grouping to
anew position.
4. Click Update Grouping Order.
5. Click OK in the Grouping Order Saved message.

The next time that you open the Manage Groupings page, the updated sequence for all
groupings on both tabs is displayed. You can now click the Sequence column header to
sort the groupings by ascending sequence number, or you can click the Sequence column
header again to sort the groupings by descending sequence number.

Figure 2-7:  Manage Groupings page, Updated sequence for reordered groupings

Admin Calendar Submit Event My Account Help

Actions
Add | Order | Edit

Groupings
[] Name = Description Sequence
[ A B Design Corporation Divisions of A B Design Corporation 29
[ Acme Corporation 7
[ Administrative 1
[ Alumni Association University Alumni Association 6
[1 American Chemical Society Calendars for the different divisions of the ACS 32

Updated sequence

To edit a grouping
You can edit the grouping name and the grouping description for both active and Not Used
groupings.

1. Under the Admin Panel main menu option, point to Groupings and Calendars, and then
click Groupings.

The Manage Groupings page opens. The Activetab is the opened tab.
Figure 2-8:  Manage Groupings page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Order | Edit

Groupings

[] Name = Description Sequence
[ A B Design Corporation Divisions of A B Design Corporation 28

[ Acme Corporation 3

[ Administrative 10

[ Alumni Association University Alumni Association 5

[ American Chemical Society Calendars for the different divisions of the ACS 3

[ Announcements (Campus) Weekly Announcement to campus community 8

M Acecnriatad Carilitiae a1
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Configuring Groupings and Calendars

2. If needed, click the Not Used tab to open it.
3. Select the grouping that you are editing.
4. Under Actions, select Edit.

The Add Grouping page opens. The Details tab is the opened tab. Thistab showsthe
current name for the grouping and, if available, a description for the grouping.

Figure 2-9:  Add Grouping page, Details tab

Admin Calendar Submit Event My Account Help

Grouping Name:*
|Annnuncements |

Grouping Description:
|Gen eral Community Announcements

5. Edit the grouping name, the grouping description, or both, as needed.
6. Click Saveto save the edited grouping in Master Calendar.

To delete a grouping

You can delete only Not Used groupings. To delete an active grouping, you must first delete
al the calendars in the grouping to change the grouping’ s status to Not Used, and then you
can delete it. See “To delete a calendar.”

1. Under the Admin Panel main menu option, point to Groupings and Calendars, and then
click Groupings.

The Manage Groupings page opens. The Activetab is the opened tab.
Figure 2-10: Manage Groupings page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Order | Edit

[] Name =~ Description Sequence
[] A B Design Corporation Divisions of A B Design Corporation 23

[] Acme Corporation 3

[ Administrative 10

[] Alumni Association University Alumni Association 5

[] American Chemical Society Calendars for the different divisions of the ACS 31

[] Announcements (Campus) Weekly Announcement to campus community 8

[ Associated Facilities 21
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2. Click the Not Used tab to openit.
3. Select the grouping or groupings that you are deleting.

To select all groupings on the currently opened page for deletion in a single step,
select Name. If you have multiple pages of groupings to delete, you must repeat
this entire process on each page.

4. Under Actions, click Delete.

A message opens, asking you if you are sure that you want to delete all the selected
groupings.

5. Click OK in the message.
A message opens indicating that all the selected groupings were successfully deleted.
6. Click OK inthe message.

The Not Used tab is refreshed to show the remaining, if any, Not Used groupingsin
Master Calendar.

To view the history for a grouping
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The history for agrouping consists of the original creation date of the grouping, the name of
the user who created the grouping, the last date that the grouping was edited, and the name of
the user who last edited the grouping. You can view the history for both active and inactive
(not used) groupings.

1. Under the Admin Panel main menu option, point to Groupings and Calendars, and then
click Groupings.

The Manage Groupings page opens. The Active tab is the opened tab.
Figure 2-11: Manage Groupings page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Order | Edit

[] Name =~ Description Sequence
[] A B Design Corporation Divisions of A B Design Corporation 23

[] Acme Corporation 3

[ Administrative 10

[] Alumni Association University Alumni Association 5

[] American Chemical Society Calendars for the different divisions of the ACS 31

[] Announcements (Campus) Weekly Announcement to campus community 8

M Accnriatad Cacilitiac a1

2. If needed, click the Not Used tab to open it.
3. Select the grouping for which you are viewing the history.
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4, Under Actions, select Edit.
The Add Grouping page opens. The Details tab is the opened tab.
Figure 2-12: Add Grouping page, Details tab

Admin Calendar Submit Event My Account Help

Grouping Name:*

| |
Grouping Description:

[General O o,

L

5. Click the History tab to open it and view the history for the selected grouping.
Figure 2-13: Add Grouping page, History tab

m History

Created Date: 12/10/2009 11:56 AM
Created By: Karen King

Updated Date: 7/3/2013 2:17 PM
Updated By: Tammy Van Boening
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Managing Calendars in Master Calendar

A calendar isthe organizational tool that you use to display eventsin Master Calendar. You
can organize and display events on a calendar by day, week, month, or year. You can definea
calendar as broadly or as narrowly as you need to meet your specific business needs. For
example, if you are managing eventsfor auniversity campus, you could define a calendar for
the entire campus, ancther calendar for a specific college, or even another calendar for a
specific department. The maximum number of calendars that you can defineis equal to the
maximum number of calendars for which your organization is licensed. (See " Viewing and
Updating Master Calendar Registration Information”.) You can view events for asingle
calendar, or you can select multiple calendars and view all their eventsin asingle

combined calendar.

The default settings for Master Calendar determine how the information is
displayed for events on a combined calendar. See “ Managing Default Settings for
Master Calendar”

To add a calendar, at a minimum, you must add the required Details information. Optionally,
you can specify the users who have access to the calendar, and you can add user-defined
guestions (UDQs) for the calendar, or you can add thisinformation at alater date. Managing
a calendar consists of adding, editing, and deleting calendars. You can also generate a
Calendars List report and you can view the history for a calendar.

To add a calendar
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1. Under the Admin Panel main menu option, point to Groupings and Calendars, and then
click Calendars.

The Manage Calendars page opens. The Activetab isthe opened tab. All currently active
calendarsin Master Calendar are displayed on this page.

Figure 2-14: Manage Calendars page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Order | Edit | Print

Calendars

|:| Name * Admin Email Grouping Access
[ Arts & Culture sakthivel p@indiumsoft.com Cultural Events Public
[ Auto Create Buildings michael@dea.com MHI Grouping Public
[] Basketball, Women's sales@dea.com Sports & Recreation Public
[ Board of Education sales@dea.com District Events Public
[ Calendar of Events sales@dea.com Public Public
[ Calendar URL check sa@sa.com Cultural Events Public
[] Campus Activites sales@dea.com Students Public
[] Center for Law and Society sales@dea.com Associated Facilities Public
[ Center for Social Justice sales@dea.com Associated Facilities Public
M1 Central Renion hrvanmdea com A B Desinn Cornoration Private
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2. Under Actions, click Add.

The Add Calendar page opens. The Detailstab is the opened tab. You use the fields on
this tab to add the basic information for the calendar such as its name, the grouping to
which it belongs, its access level, its default information, and so on.

Figure 2-15: Add Calendar page, Details tab

Admin Calendar Submit Event My Account Help
T T

Calendar Name:* Calendar Status:
| ® Active O Inactive

Calendar Description:

Grouping:*

]

Calendar Manager Name:*

Calendar Manager Email Address:*

|/

Approval Email Address:*

Separate multiple email addresses with comma.
Calendar Access:

® Public (Allow anyone to view calendar) O Private
WIshow Calendar Manager Contact Information
WIAllow Public Submission of Events

WIshow Cancelled Events

Subscription:
® Off O Authenticated Users O All Users

3. Enter the information for the calendar.

Field Description
Calendar Name The title or name of the calendar.
Calendar Status The default is Active. You can set a calendar status to inactive even if

the calendar has associated events. If you set a calendar status to
inactive, then users cannot view it or log in to it to see any associated

events.

Calendar Description An optional text description of the calendar.

Grouping Dropdown list. Available values are all active and inactive groupings that
are currently available in Master Calendar.

Calendar Manager The name of the person responsible for managing (adding, updating,

Name and editing events, and so on) for the calendar.

Calendar Manager The email for the Calendar Manager.

Emalil
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Field Description

Approval Email Address | The email addresses for any additional persons who are responsible for
approving or denying requests to submit events to the calendar.
Separate multiple email addresses with a comma.

Calendar Access Determines who has access to view the calendar:

e Public—The default value. If you select this value, any person who
accesses your Master Calendar site can view the calendar.

« Private—If you select this value, only users who can log in to Master
Calendar and who have been granted access to the calendar can
view the calendar.

Show Calendar Selected by default. Indicates whether the contact information for the
Manager Contact Calendar Manager should be displayed on the Calendar Managers list.
Information

Allow Public Selected by default. Indicates whether anybody who can view the
Submission of Events calendar can submit events to the calendar.

Show Cancelled Events | Selected by default. Indicates whether canceled events should be
displayed on the calendar.

Subscription Indicates whether:

« Only users can subscribe to receive information about additions or
modifications to the calendar (Authenticated Users)

or
« Both guests and users can subscribe (All Users).

The default is Off, which means no subscriptions for either guests or
users.

4. Do one of the following:

» |If youwant to add users, UDQS, and/or event types for the calendar at alater date,
click Save to save the calendar as an active calendar in Master Calendar.

» To add the users, UDQs, and/or event types for the calendar at the time that you are
adding the calendar, continue to the following as needed:

e “Toadd usersto acaendar”
e “Toadd UDQsto acalendar”

* “Toadd the event types for a calendar”
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To add users to a calendar

To add a user to the calendar, the user must be classified as a Standard user or less. You
cannot add a user to the calendar if the user is defined as an Administrator or higher.

A user must be defined in Master Calendar before you can add themto a
calendar. To add usersto Master Calendar, see” To add a user” .

1. Under the Admin Panel main menu option, point to Groupings and Calendars, and then
click Calendars.

The Manage Calendars page opens. The Activetab isthe opened tab. All currently active
calendarsin Master Calendar are displayed on this page.

2. Select the calendar to which you are adding users, and under Actions, click Edit.

The Add Calendar page opens The Details tab is the opened tab.
3. Click the Userstab to open it.

Any userswho are already assigned roles in Master Calendar are displayed on thistab.
Figure 2-16: Add Calendar page, Users tab

Admin Calendar Submit Event My Account Help

Search By: Find:
User Name v | |
Users: Viewer (Read Access):
S
4
> Requester (Request events with calendar manager approval):
4
> Calendar User (Submit events directly to calendar):
4
Calendar Manager:
S
4

4. Inthe Search By dropdown list, indicate whether you want to search for a user by the
User Name (the default search criterion) or by the user’s Email Address.
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5. Do one of the following:

» To search for al users (other than administrators) who have not already been
assigned to arole for the selected calendar, leave the Find field blank and click Go.

* IntheFind field, enter the search string and then click Go.

The search islimited to the exact order of the charactersin the string; however,

@ the search string is not case-sensitive and the search string can be found anywhere
in the search results. For example, the search string “ clark” returns Clark
Davidson, Matthew Clark, and so on.

The user names that match your search criteria and that have not already been assigned
to arole for the selected calendar (Viewer, Requestor, and so on) are displayed in the
Usersfield.

6. Toindicate thetype of accessthat the user isto have to the calendar in Master Calendar,

select the user (CTRL-click to select multiple users), and then click the Add button p to
move the users to the access type.

Field Description
Viewer The user can only view events on the calendar.
Requester The user can view events on the calendar and submit events to the

calendar; however, the submitted event is posted only if approved by
the Calendar Manager.

Calendar User The user can view events on the calendar and submit events to the
calendar and the events are automatically posted without approval by
the Calendar Manager.

Calendar Manager The user can carry out all administration functions for the calendar (edit
the calendar, create calender URLs, submit events to the calendar
without approval, add/edit/delete special dates, and so on.)

If you do not select a user for the calendar, the calendar is considered to be a
private calendar—users cannot view events on the calendar, submit eventsto the
calendar, and so on.

7. Do one of thefollowing:

 Toadd UDQs and/or event types for the calendar at alater date, click Saveto save
the calendar as an active caendar in Master Calendar.

» Toadd the UDQs and/or event types at the time that you are adding the calendar,
continue to the following as needed:

 “Toadd UDQsto acaendar”.

» “Toadd the event types for acalendar” .
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To add UDQs to a calendar

A user defined question (UDQ) isaquestion that is asked of a user and that the user might
need to answer before the user can request to submit an event to the calendar.

A UDQ must be defined in Master Calendar before you can add it to a calendar.
To add a UDQ to Master Calendar, see “ Managing User Defined Questions” .

1. Under the Admin Panel main menu option, point to Groupings and Calendars, and then
click Calendars.

The Manage Calendars page opens. The Activetab isthe opened tab. All currently active
calendarsin Master Calendar are displayed on this page.

2. Select the calendar to which you are adding UDQs, and under Actions, click Edit.
The Add Calendar page opens. The Details tab is the opened tab.
3. Click the UDQstab to open it.

The UDQsthat have been defined in Master Calendar are displayed by the UDQ namein
the Questions field.

Figure 2-17: Add Calendar page, UDQs tab

Admin Calendar Submit Event My Account Help

Questions: Selected Questions:
Confract Work Questions »

Mew test

Target Audience

Testing >

Visitor Survey

4. Select the UDQ (or CTRL-click to select multiple UDQs) that you are adding to the
calendar, and then click the Add button p to move them to the Selected Questions field.

If you add a UDQ in error, simply select the UDQ (or CTRL-click to select

multiple UDQs), and then click the Remove button 4 to remove them fromthe
calendar.
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5. Do one of thefollowing:

» Toadd usersand/or event typesfor the calendar at alater date, click Save to save the
calendar as an active calendar in Master Calendar.

» To add the users and/or event types at the time that you are adding the calendar,
continue to the following as needed:

e “Toadd usersto acaendar”

* “Toadd the event types for a calendar”

To add the event types for a calendar

The event typesthat you select for a calendar will be the only event types from which aguest
or user can select when submitting an event to the calendar.

1. Under the Admin Panel main menu option, point to Groupings and Calendars, and then
click Calendars.

The Manage Calendars page opens. The Activetab isthe opened tab. All currently active
calendarsin Master Calendar are displayed on this page.

2. Select the calendar to which you are adding event types, and under Actions, click Edit.
The Add Calendar page opens. The Details tab is the opened tab.
3. Click the Event Types tab to open it.

The event types that have been defined in Master Calendar are displayed in the Event
Typesfield.

Figure 2-18: Add Calendar page, Event Types tab

Admin Calendar Submit Event My Account Help

Event Types: Selected Event Types:
Académico - 4 »
Alumni

Arts and Sciences Academic Events

Baseball >
Basketball

Bicycle Repair Workshop <
Clazs

Community

Conference «
Dinner

Extracurricular

Football

Fundraiser

Game

Hockey W
Indium 1
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4. Select the event type (or CTRL-click to select multiple event types) that you are adding
to the calendar, and then click the Add button p tomove them to the Selected Event
Typesfield.

5. Do one of thefollowing:

e Toadd usersand/or UDQs for the calendar at alater date, click Save to save the
calendar as an active calendar in Master Calendar.

» To add the users and/or UDQs at the time that you are adding the calendar, continue

to the following as needed:

“To add usersto a calendar”
“To add UDQs to a calendar”

To edit a calendar

When you edit a calendar, not only can you edit information for the calendar (such asthe
calendar name, the email for the Calendar Manager, and so on), but also you can activate or
inactivate the calendar.

1. Under the Admin Panel main menu option, point to Groupings and Calendars, and then
click Calendars.

The Manage Calendars page opens. The Activetab isthe opened tab. All currently active
calendarsin Master Calendar are displayed on this page.

Figure 2-19: Manage Calendars page, Active tab

Admin Calendar Submit Event My Account Help

Actions

Add | Order | Edit | Print

Calendars

[] Name =
[ Aris & Culture
[ Auto Create Buildings

OooOoooOoooogod

Basketball, Women's
Board of Education
Calendar of Events
Calendar URL check
Campus Activites

Center for Law and Society

Center for Social Justice
Central Region
Chamber of Commerce
Charter Communications

Admin Email

sakthivel p@indiumsoft.com

michael@dea.com
sales@dea.com
sales@dea.com
sales@dea.com
sa@sa.com
sales@dea.com
sales@dea.com
sales@dea.com
bryan@dea.com
sales@dea.com
spectrumwriting@g.com

2. Select the calendar that you are editing.
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Grouping

Cultural Events

MHI Grouping
Sports & Recreation
District Events
Public

Cultural Events
Students
Associated Facilities
Associated Facilities
A B Design Corporation
Public

Contract Projects

Access
Public
Public
Public
Public
Public
Public
Public
Public
Public
Private
Public
Public
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3. Under Actions, select Edit.

The Add Calendar page opens. The Details tab is the opened tab.

Figure 2-20: Add Calendar page, Details tab

Admin Calendar Submit Event My Account Help

Details

Calendar Name

% Calendar Status

[chemistry Students

| ® active O Inactive

Calendar Description:

Grouping:*

|American Chemical Society v|

Calendar Manager Name:*

|Tammy ‘Van Boening

Calendar Manager Email Address™
I =

com -

Approval Email Address:”

info@spectrumwritinglic.com s

Separate multiple email addresses with comma.

Calendar Access:

@ Public (Allow

anyone to view calendar) O Private

WIshow Calendar Manager Contact Information
Ml Allow Public Submission of Events
MIshow Cancelled Events

Subscription

Coff O Authenticated Users ® All Users

4. Edit theinformation for the calendar.

Field

Description

Calendar Name

The title or name of the calendar.

Calendar Status

The default is Active. You can set a calendar status to inactive even if
the calendar has associated events. If you set a calendar status to
inactive, then users cannot view it or log in to it to see any associated
events.

Calendar Description

An optional text description of the calendar.

Grouping

Dropdown list. Available values are all active and inactive groupings that
are currently available in Master Calendar.

Calendar Manager
Name

The name of the person responsible for managing (adding, updating,
and editing events, and so on) for the calendar.

Calendar Manager
Emalil

The email for the Calendar Manager.

Approval Email Address

The email addresses for any additional persons who are responsible for
approving or denying requests to submit events to the calendar.
Separate multiple email addresses with a comma.
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Field

Description

Calendar Access

Determines who has access to view the calendar:

¢ Public—The default value. If you select this value, any person who
accesses your Master Calendar site can view the calendar.

« Private—If you select this value, only users who can log in to Master
Calendar and who have been granted access to the calendar can
view the calendar.

Show Calendar
Manager Contact
Information

Selected by default. Indicates whether the contact information for the
Calendar Manager should be displayed on the Calendar Managers list.

Allow Public
Submission of Events

Selected by default. Indicates whether anybody who can view the
calendar can submit events to the calendar.

Show Cancelled Events

Selected by default. Indicates whether canceled events should be
displayed on the calendar.

Subscription

Indicates whether:

¢ Only users can subscribe to receive information about additions or
modifications to the calendar (Authenticated Users)

or
« Both guests and users can subscribe (All Users).

The default is Off, which means no subscriptions for either guests or
users.

Edit the information on this tab as needed, or click on any of the other tabs (Users or
UDQs) to open them and edit the information on these tabs as needed. See“To add users
to acalendar” and/or “To add UDQsto a calendar.”

Click Save to save the edited calendar in Master Calendar.
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To delete a calendar

You can delete both active and inactive calendars.

1. Under the Admin Panel main menu option, point to Groupings and Calendars, and then
click Calendars.

The Manage Calendars page opens. The Active tab is the opened tab.

Figure 2-21: Manage Calendars page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Order | Edit | Print

Calendars

[] Name = Admin Email Grouping Access
[] Arts & Culture sakthivel p@indiumsoft.com Cultural Events Public
[] Auto Create Buildings michael@dea.com MHI Grouping Public
[] Basketball, Women's sales@dea.com Sports & Recreation Public
[] Board of Education sales@dea.com District Events Public
[] Calendar of Events sales@dea.com Public Public
[] Calendar URL check sa@sa.com Cultural Events Public
[] Campus Activites sales@dea.com Students Public
[] Center for Law and Society sales@dea.com Associated Facilities Public
[] Center for Social Justice sales@dea.com Associated Facilities Public
[ Central Region bryan@dea.com A B Design Corporation ~ Private
[] Chamber of Commerce sales@dea.com Public Public
[ Charter Communications spectrumwriting@g.com Contract Projects Public

2. If needed, click Inactive to open the tab.
3. Select the calendar or calendars that you are deleting.

To select all calendars on the currently opened page for deletion in a single step,
select Name. If you have multiple pages of calendars to delete, you must repeat
this entire process on each page.

4. Under Actions, click Delete.

A message opens, asking you if you are sure that you want to delete all the selected
calendars.

5. Click OK in the message.

A message opens indicating that all the selected calendars were successfully deleted.
6. Click OK in the message.

The Active or Inactive tab is refreshed accordingly in Master Calendar.
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To generate a Calendars List report

You can generate a Calendars List report, which lists all the active or inactive calendars that
are configured in Master Calendar. The report includes the calendar name and description,
the email address for the calendar administrator, the grouping to which the calendar belongs
(if applicable), the public or private classification for the calendar, and the default format and
view (for example, List and Weekly). It also indicates whether canceled events are to be
displayed on the calendar and whether weekends are to be displayed on the calendar.

1. Under Admin Panel main menu option, point to Groupings and Calendars, and then click
Calendars.

The Manage Caendars page opens. The Active tab is the opened tab.

Figure 2-22: Manage Calendars page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Order | Edit | Print

Y

Calendars

[] Name = Admin Email Grouping Access
[] Arts & Culture sakthivel p@indiumsoft.com Cultural Events Public
[] Auto Create Buildings michael@dea.com MHI Grouping Public
[] Basketball, Women's sales@dea.com Sports & Recreation Public
[] Board of Education sales@dea.com District Events Public
[] Calendar of Events sales@dea.com Public Public
[] Calendar URL check sa@sa.com Cultural Events Public
[] Campus Activites sales@dea.com Students Public
[] Center for Law and Society sales@dea.com Associated Facilities Public
[] Center for Social Justice sales@dea.com Associated Facilities Public
[] Central Region bryan@dea.com A B Design Corporation  Private
M Mhambhar Af CAammarso calac/mdan ram Duklie Dnkhlie

2. Do one of thefollowing:

» If you are generating a Calendars List report for all active calendarsin your Master
Calendar, under Actions, click Print.

» |If you are generating a Calendars List report for al inactive calendars in Master
Calendar, click the Inactive tab to open it, and then under Actions, click Print.
An onscreen preview of the Calendars List report opensin its own window. A
variety of options are available from this preview, including (from left to right at the
top of the onscreen preview) the options to search the report results, print the report
initsentirety, print the currently displayed report page, and export the report to afile
and save thefile. See Figure 2-23.

PDF is the default format for exporting to a file. Other allowed formats are XIs,
XlIsx, Rtf, Mht, Text, Image, and Csv.
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Figure 2-23: Onscreen preview for a Calendars List report

@ Calendar Report - Windows Interet Explorer = | B it
[ 88 nttp://www.dea.com/MCTW/ CalendarSettingRpt aspxlsActive=0 [&
& e % Page |1 of e e B =] & Pt B
EMS Master Calendar Demo Calendar Report
Name Description Admin Email Grouping Private Format  View Listriew Trpe  Show Canceled Show Weekends E
Alumni chris@dea.com OtherCalendars  False  List Weekly  Detailed True True
and Links
ion Type:  User
Viewer: Matthew Clark
Requestor: Tammy Van Boening
Calendar User:
Calendar Manager: B
Asts & Humanities A & M Deseription chris@dea can Cultural Events ~ False  List Weelly  Standard True True
Permission Type:  User
Viewer: Matthew Clark, Steve
Requestor: Tammy Van Boening
Calendar User:
Calendar Manager:
Athletics Athletics chris@dea.can St High False Grid Monthly Condensed  True True
Permission Type: _ User
Viewer:
Requestor: Tammy Van Boening
Calendar User: -

Done

& Internet | Protected Mode: Off

v ®10% v

To view the history for a calendar
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The history for a calendar consists of the original creation date, the name of the user who
created the calendar, the last date that the calendar was edited, and the name of the user who
last edited the calendar. You can view the history for both active and inactive calendars.

1

Figure 2-24: Manage Calendars page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Order | Edit | Print

[] Name =

[ Arts & Culture

[ Auto Create Buildings
Basketball, Women's
Board of Education
Calendar of Events
Calendar URL check
Campus Activites

Center for Law and Society
Center for Social Justice

Mantral Daninn

joooooono

Admin Email

sakthivel p@indiumsoft.com
michael@dea.com
sales@dea.com
sales@dea.com
sales@dea.com
sa@sa.com
sales@dea.com
sales@dea.com
sales@dea.com

hruanfdaa ram
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Grouping

Cultural Events

MHI Grouping
Sports & Recreation
District Events
Public

Cultural Events
Students
Associated Facilities
Associated Facilities

A B Nacinn Marmmaratinn

Under the Admin Panel main menu option, point to Groupings and Calendars, and then
click Calendars.

The Manage Calendars page opens. The Activetab isthe opened tab. All currently active
calendarsin Master Calendar are displayed on this tab.

Calendars

Access
Public
Public
Public
Public
Public
Public
Public
Public
Public

Driviata



2. If needed, click the Inactive tab to open it.
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3. Select the calendar for which you are viewing the history.

Under Actions, select Edit.

The Add Calendar page opens. The Details tab is the opened tab.

Figure 2-25: Add Calendar page, Details tab

Admin Calendar Submit Event My Account Help

Calendar Name:*

[chemistry students

Calendar Description:

Grouping:*

[American Chemical Society ~|

Calendar Manager Name:®

|Tamm\r “an Boening

Calendar Manager Email Address:*
T -

com 12

Approval Email Address:*

info@spectrumwritinglic com / g

Calendar Access

@ Public (Allow anyone to view calendar) O Private
MIshow Calendar Manager Contact Information

Ml Allow Public Submission of Events

Mshow Cancelled Events

SLIDSCripliOI'IZ
O off O Authenticated Users ® All Users

Separate multiple email addresses with comma

s |0 | v | oen |

Calendar Status
® active O Inactive

o

5. Click the History tab to open it and view the history for the selected calendar.

Figure 2-26: Add Calendar page, History tab

Admin Calendar

Submit Event My Account Help

[ WSS S W—

Created Date: 7/22/2013 2:42 PM
Created By: Technical Writer
Updated Date: 7/24/2013 10:31 AM
Updated By: Technical Writer
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Managing Calendar URLs

A calendar URL provides a quick and convenient way for your guests or users to specify
search criteria by which to navigate and view the calendarsin Master Calendar. For example,
auser can specify one or more calendarsin your system for which they want to view events,
the specific type of event to view on these calendars, and for even a specific event type, only
those event types that take place at a specific location. A URL can be for asingle calendar or
it can be for acalendar that combines the events from multiple calendars. Managing calendar
URLS consists of adding a URL and editing an existing URL.

To add or edit a calendar URL

52

When you are adding a calendar URL, the fields that are displayed on the URL page are
determined by what is currently configured and active in Master Calendar. For example, if
you do not have any event types currently configured and active in Master Calendar, then the
Event Types dropdown list is not displayed on the URLs page. The following procedure is
shown with all the available options for adding a calendar URL.

For proceduresthat detail how to configure optional information such as
event types, see “ Configuring Optional Information” .

1. Under the Admin Panel main menu option, point to Groupings and Calendars, and then

click Caendar URLs.
The Calendar URL page opens.
Figure 2-27: Calendar URL page

Admin Panel Calendar Submit Event My Account Help

Calendars:*

s

Event Typas:
[zl V]

s

Laocations:
(all}y ~]

#

Keyword:

Default Calendar View:
Month v

Default Calendar Format:
®) Calandar ) List

List Wiew Style:
(® Detaied () Basic

[ Hide Header
[ Hide Calendar Filters

D Allows Viewing Access to Private Calendars

Cut And Paste URL:
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2. Enter or edit the information for the URL.

Field Description

Calendars A list of all active calendars to which you have access as Calendar
Manager. Click the Lookup icon to open the Calendars dialog box and
select the calendar or calendars.

Event Types A list of all active event types that are currently configured in Master
Calendar. Click the Lookup icon to open the Event Types dialog box and
select the event types by which to search.

Locations A list of all active event locations that are currently configured in Master
Calendar. Click the Lookup icon to open the Locations dialog box and
select the locations by which to search.

Keyword Enter the search string by which to search for specific events.

Note: The search is limited to the exact order of the characters in the
string; however, the search string is not case-sensitive and the
search string can be found anywhere in the search results. For
example, the search string “ball” can return Football, Baseball,
Ballgame, and so on. These search results can be found in the
event name, the event description, and so on.

Default Calendar View Dropdown list. Available values for how the calendar is displayed to a
viewer are:

¢ Month—The default value, which is a single month at a time.
« Day—The current day.
¢« Week—The current week.

List View Style Applicable only if the calendar display is in the List view.
¢ Detailed List—The default value.

¢ Basic List—Omits some of the details regarding the actual event that
are displayed in the Detailed List view.

3. Optionaly, if you intend to display the calendar in an iFrame on your organization’s
website, for a cleaner, more integrated display, select one or both of the following:

 HideHeader
* Hide Calendar Filters

4. Optionally, if guests or users are to have access to calendars that are marked as Private,
then select Allow Viewing Accessto Private Calendars.

5. Click Make URL.

Master Calendar creates the calendar URL. It is displayed in the Cut and Paste URL
field.

6. Optionaly, to verify that the system displays the correct calenders with the correct
information, click Test Url.
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7. To paste the URL wherever you need to use it (in adocument, in an email, and so on):

Click Cut and Paste URL to automatically select the URL.

With the cursor on the selected URL, use CTRL-C or right-click and on the context
menu that opens, select Copy.

Place the cursor where you want to paste the URL and use CTRL-V or right-click
and on the context menu that opens, select Paste.
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In Master Calendar, when you manage the information, you can manageit at abasic level or
you can enhance it with optional information. For example, when you are adding a calendar
URL, you can add it based solely on event keywords, or you can add it based on optional
information such as the event type, the event location, as well as the event keywords.

This chapter covers the following topics:
* “Managing Event Types’

* “Managing Event Type Views”

* “Managing Event Locations’

» “Managing Event Sub-Locations’

* “Managing Departments’

e “Managing Custom Field Hints’

»  “Managing User Defined Questions”
* “Managing Event Icons’

e “Managing Cultures’
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Managing Event Types

An event typeisacolored label that you can apply to an event in Master Calendar. These
labels make it easier for your guests and users to distinguish between different eventsin
Master Calendar, to identify the purpose of an event, and to search for eventsin Master
Calendar. For example, if you are managing a calendar system for auniversity campus, your
event types might include athletic events, invited speaker events, and so on. Managing event
types consists of adding event types, activating event types, inactivating event types, editing
event types, and deleting event types.

To add an event type

Rather than creating new event types, if you are an EMS customer, then you can
use the Data Sources function in Master Calendar to import your EMS event types
directly into Master Calendar. See “ Managing Data Sources’ .

1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Types.

The Event Types page opens. The Activetab isthe opened tab. All currently active event
typesin Master Calendar are displayed on this tab.

Figure 3-1:  Event Types page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

e [

Event Types

[] Title Color Include Event Markup
] Alumni False
[] Baseball W #0000FF  True
[ Basketball False
[] Class False
[] Community False
[ Concert O#CCCCO0 True
[ Conference @#33CC33 False
[] Dinner False
[] Extracurricular False
[ Football False
[] Fundraiser False
[] Game False
[] Hockey False
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2. Under Actions, click Add.

The Event Type dialog box opens. You use this dialog box to name the event type and to

define the color for the event type label. You can a so indicate whether to include the
event markup () for the event.

Figure 3-2:  Event Type dialog box

Event Type

Name:*
Color:

#000000

D Include Event Markup

3. Inthe Namefield, enter the name for the event type.
4. Optionally, do one or both of the following:

* Inthe Color field, select another color for the event type.

The color is displayed for events of this type in the Calendar view on the Master
Calendar Home page.

To optimize the search information for the event so that it is easily found by search
engines, select Include Event Markup.

5. Onthe Event Type dialog box, click Add.
The Event Type is added to Master Calendar as an active event type.

Master Calendar Setup Guide



Configuring Optional Information

To activate an event type
1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Types.

The Event Types page opens. The Active tab isthe opened tab. All currently active event
typesin Master Calendar are displayed on this tab.

Figure 3-3:  Event Types page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Types

[] Title Color Include Event Markup
] Alumni False
[] Baseball W #0000FF  True
asketba alse
[ Basketball Fal
[] Class False
[] Community False
[ Concert O#CCCCO0 True
[ Conference @#33CC33 False
[] Dinner False
[] Extracurricular False
[ Football False
[] Fundraiser False
[] Game False
[] Hockey False

2. Click the Inactive tab to openiit.

All currently inactive event typesin Master Calendar (title and color) are displayed on
this tab.

Figure 3-4:  Event Types page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Types

[] Title Color Include Event Markup
[] Academic False
[ Athletic False
[] Bicycle Repair Workshop m #000000 False
[ Home Crafts Fair m#CC33FF True
[ MS Fundraiser W #FFOOFF  False

3. Select the event type that you are activating.
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4, Under Actions, select Edit.

The Event Type dialog box opens. The dialog box shows the event type name and the
event type color. The Active option is not selected.

Figure 3-5:  Event Type dialog box, Inactive event type

Event Type

Name:*

Bicycle Repair Workshop

Color:

#000000

D Include Event Markup

D Active

5. Select Active.
6. Click Save.

The event type is activated and is displayed on the Active tab on the Events Types page.
Figure 3-6:  Event Types page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Types

[ Title Color Include
Event
Markup
] Alumni False
[] Baseball [ | True
#0000FF
[ ] Basketball False
| [] Bicycle Repair Workshop [ False
HUUUUUY
[] Class False
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To inactivate an event type
1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Types.

The Event Types page opens. The Activetab isthe opened tab. All currently active event
typesin Master Calendar are displayed on this tab.
Figure 3-7:  Event Types page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Types

[ Title Color Include
Event
Markup
] Alumni False
[] Baseball [ | True
#0000FF
[ Basketball False
[] Bicycle Repair Workshop [ | False
#000000
[] Class False

2. Select the event type that you are inactivating.
3. Under Actions, select Edit.

The Event Type dialog box opens. The dialog box shows the event type name and the
event type color. The Active option is selected.

Figure 3-8:  Event Type dialog box, Active event type

Event Type

Name:*

Bicycle Repair Workshop

Color:

#000000

D Include Event Markup

IE Active

4. Clear the Active option.
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5. Click Save.
The event isinactivated and now is displayed on the Inactive tab of the Event Types
page.

Figure 3-9:  Event Types page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Ly —

[] Title Color Include Event Markup
[0 Academic False
ic Ealze
1| Bicycle Repair Workshop @ #000000 False |
[] Home Craits Fair B #CCJ3FF True
[ MS Fundraiser m #FFOOFF  False

To edit an event type

You can edit the name, the color, or the Event Markup status for an active or an inactive

event type.
1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Types.

The Event Types page opens. The Activetab isthe opened tab. All currently active event
typesin Master Calendar are displayed on this tab.

Figure 3-10: Event Types page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

[ v [N

Event Types
[ Title Color Include
Event
Markup
] Alumni False
[] Baseball [ | True
#0000FF
[ Basketball False
[] Bicycle Repair Workshop [ | False
#000000
[] Class False

2. If needed, click the Inactive tab to openiit.
3. Select the event type that you are editing.
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4, Under Actions, select Edit.

The Event Type dialog box opens. The dialog box shows the event type name and the
event type color.

Figure 3-11: Event Type dialog box

Event Type

Name:*

Bicycle Repair Workshop

Color:

#000000

D Include Event Markup

IE Active

5. Edit the name of the event, the color, and/or the Event Markup status as needed.
6. Click Saveto save the edited event type in Master Calendar.

To delete an event type

You can delete an active or an inactive event type. If you delete an active event type, the
event label is deleted for al past and current events; however, the URL remains associated
with the events. Going forward, the event type in its entirety—Ilabel and URL—is not
availablefor use.

1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Types.

The Event Types page opens. The Active tab isthe opened tab. All currently active event
typesin Master Calendar are displayed on this tab.

Figure 3-12: Event Types page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

(oo [

Event Types

[ Title Color Include
Event
Markup
] Alumni False
[] Baseball [ | True
#0000FF
[ Basketball False
[] Bicycle Repair Workshop [ | False
#000000
[] Class False

2. If needed, click the Inactive tab to open it.
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3. Select one or more event types to be deleted.

To select all event types on the currently opened page for deletion in a single step,
select Title. If you have multiple pages of event types to delete, you must repeat
this entire process on each page.

4. Under Actions, click Delete.

A message opens asking you if you are sure that you want to delete all the selected event
types.

5. Click OK inthe message.
A message opens indicating that al the selected event types were successfully deleted.

6. Click OK inthe message.
The Active tab or Inactive tab is updated to reflect the deletion of the event types.
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Managing Event Type Views

An event type view isagrouping or collection of event types. An event type view makes it
easier for your guests or users to search for multiple event typesin a single step, rather than
carrying out multiple searches for different event types. For example, if you are managing
calendars for auniversity campus, you might group the event types of Women’s Swimming,
Women's Track and Field, Women's Soccer, and Women's Basketball under the event type
view of “Women's Athletic Events.” Managing event type views consists of adding event
type views, activating and inactivating event view types, editing event type views, and
deleting event type views. You can also view the history for an event view type.

To add an event type view

activate an event type so that you can add it to a view, see “ To activate an event

type” .

@ You can add only active event types to an event type view. If you first need to

1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Type Views.

The Manage Event Type Views page opens. The Activetab is the opened tab. All
currently active event type views in Master Calendar are displayed on this tab.

Figure 3-13: Manage Event Type Views page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Type Views

] Title

[] Arts and Sciences Academic
Events

O Indium 1
] Men's Athletic Events

] MHI - Event Types

O Sports

] Women's Athletic Events

[] Woment's Intramural Athletic
Events

Master Calendar Setup Guide 65



Configuring Optional Information

2. Under Actions, click Add.
The Add Event Type Views page opens. The Details tab is the only tab on this page.
Figure 3-14: Add Event Type Views page, Details tab

Admin Calendar Submit Event My Account Help

General Info

Description=™

Event Types™*
|

o

3. Inthe Description field, enter adescription for the event type view.

4. Onthe Event Types dropdown list, do one of the following:
» Select asingle event type.

» Click the Lookup icon to open the Event Types dialog box. Thisdialog box lists all
the currently active event typesin Master Calendar. Select multiple event types (to
select all Event Typesin asingle step, click All), and then click Apply.

Figure 3-15: Event Types dialog box

Event Types
D Alumni

D Baseball

D Baszkatball

D Bicycle Repair Weorkshop
D Class

D Community

D Concert

D Confarance
L4 >

@ To select all event typesin a single step, click All.

5. Click Add.
The Event Type View is added as an active item in Master Calendar.
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To activate an event type view

1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Type Views.

The Manage Event Type Views page opens. The Active tab is the opened tab. All
currently active event type views in Master Calendar are displayed on this tab.

Figure 3-16: Manage Event Type Views page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Type Views

] Title

[] Aris and Sciences Academic
Events

2. Click the Inactive tab to openiit.
All currently inactive event type views in Master Calendar are displayed on this tab.

Figure 3-17: Manage Event Type Views page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

-

Event Type Views

] Title
[] Men's Intramural Athletic Events

[ Student Affilitates of the ACS
Events

3. Select the event type view that you are activating.
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4. Under Actions, click Edit.

The Add Event Type Views page opens. The Detailstab is the only tab on this page. The
tab shows the description for the event type view and the event type that was sel ected for
the view. The Active option is not selected.

Figure 3-18: Add Event Type Views page, Details tab, Inactive event type view

Admin Calendar Submit Event My Account Help

General Info

Description:*
|Men‘5 Intramural Athletic Evenis |

Event Types:*
[Muitiple Selected) v]

[ Active

5. Sdlect Active.
6. Click Save.

The event type view is activated in Master Calendar and now is displayed on the Active
tab of the Manage Event Type Views page.

Figure 3-19: Manage Event Type Views page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

oo SRS

Event Type Views

] Title

[] Arts and Sciences Academic
Events

Indium 1

Men's Athletic Events

Men's Intramural Athletic Events
MHI - Event Types

Sports

Women's Athletic Events

Woment's Intramural Athletic
Events

OogooOogoEo
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To inactivate an event type view

1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Type Views.

The Manage Event Type Views page opens. The Active tab is the opened tab. All
currently active event type views in Master Calendar are displayed on this tab.

Figure 3-20: Manage Event Type Views page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Type Views

] Title

[] Arts and Sciences Academic
Events

Indium 1

Men's Athletic Events

Men's Intramural Athletic Events
MHI - Event Types

Sports

Women's Athletic Events

Woment's Intramural Athletic
Events

|

|
|
|
|
|
|

2. Select the event type view that you are inactivating.
3. Under Actions, click Edit.

The Add Event Type Views page opens. The Details tab isthe opened tab. The tab shows
the description for the event type view and the event type that was selected for the view.
The Active option is selected.

Figure 3-21: Add Event Types View page, Details tab, Active event type view

Admin Calendar Submit Event My Account Help

[o-c [

General Info

Description:*
[Men's Athletic Events |

Event Types:*
[(Muitiple Selected) v

¥l Active

4. Clear the Active option.
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5. Click Save.

The event type view isinactivated in Master Calendar and now is displayed on the
Inactive tab of the Manage Event Type Views page.

Figure 3-22: Manage Event Type Views page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

\ Event Type Views

[ 1 Title
[] Men's Intramural Athletic Events

Events

To edit the description or event types for an event type view

You can edit the description or event types or both for active and inactive event type views.

1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Type Views.

The Manage Event Type Views page opens. The Activetab is the opened tab. All
currently active event type views in Master Calendar are displayed on this tab.

Figure 3-23: Manage Event Type Views page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

[~

Event Type Views

] Title

[] Arts and Sciences Academic
Events

O Indium 1
Men's Athletic Events

Men's Intramural Athletic Events
MHI - Event Types

Sports

Women's Athletic Events

Woment's Intramural Athletic
Events

|
|
|
|
|
|

2. If needed, click the Inactive tab to open it.
3. Select the event type view that you are editing.
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4. Under Actions, click Edit.

The Add Event Type Views page opens. The Details tab isthe opened tab. The tab shows
the description for the event the event type view and the event type selected for the view.
If multiple types were selected, (Multiple Selected) is displayed in the field.

Figure 3-24: Add Event Type Views page, Details tab

Admin Calendar Submit Event My Account Help

| Admin_Calendar_Submit Event_ty Accourt_Help_
[ o [

General Info

Description:*
[Men's Athletic Events |

Event Types:*
[(Muitiple Selected) v

[ Active

5. Edit the description of the event type view, the event types associated with the view, or
both as needed.

6. Click Saveto save the edited event type view in Master Calendar.

To delete an event type view

You can delete an active or an inactive event type view.

1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Type Views.

The Manage Event Type Views page opens. The Active tab is the opened tab. All
currently active event type views in Master Calendar are displayed on this tab.

Figure 3-25: Manage Event Type Views page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

[~

Event Type Views

] Title

[] Arts and Sciences Academic
Events

O Indium 1

2. If needed, click the Inactive tab to openiit.
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3. Select one or more event type views to be deleted.

To select all event type views on the currently opened page for deletioninasingle
step, select Title. If you have multiple pages of views to delete, you must repeat this
entire process on each page.

4, Under Actions, click Delete.

A message opens asking you if you are sure that you want to delete all the selected event
type views.

5. Click OK inthe message.

A message opens indicating that all the selected event type views were successfully
deleted.

6. Click OK inthe message.
The Active tab or Inactive tab is updated to reflect the deletion of the event type views.

To view the history for an event type view

72

The history for an event type view consists of the original creation date of the view, the name
of the user who created the view, the last date that the view was edited, and the name of the
user who last edited the view. You can view the history for both active and inactive event
type views.

1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Type Views.

The Manage Event Type Views page opens. The Activetab is the opened tab. All
currently active event type views in Master Calendar are displayed on this tab.

Figure 3-26: Manage Event Type Views page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Type Views

] Title

[] Arts and Sciences Academic
Events

1 Indium 1
M Men's Athletic Fvents

2. If needed, click the Inactive tab to open it.

3. Select the event type view for which you are viewing the history.

Master Calendar Setup Guide



Configuring Optional Information

4. Under Actions, click Edit.
The Add Event Type Views page opens. The Details tab is the opened tab.
Figure 3-27: Add Event Type Views page, Details tab

Admin Calendar Submit Event My Account Help

General Info

Description:*
[Men's Athletic Events |

Event Types:*
[(Muitiple Selected) v

'
[ Active

5. Click the History tab to open it and view the history for the selected event type view.
Figure 3-28: Event Type Views page, History tab

Admin Calendar Submit Event My Account Help

Created Date: 7/5/2013 11:00 AM
Created By: Technical Writer
Updated Date: 5/7/2013 3:00 PM
Updated By: Technical Writer
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Managing Event Locations

The event location is the location where the event is to take place. For example, if you are
managing a calendar for a university’s athletic events, you could set up alist of possible
locations for the event, such as the stadium, the field house, the sports arena, and so on.
When you set up alocation in Master Calendar, you can also provide a URL, an address, the
hours of operation, and a phone number for the location. For example, if you are managing a
university’s athletic calendar, and you add the football stadium as alocation, you can also
provide a URL to awebpage that shows a map of the stadium. The Location field for an
event can be an optional field, or it can be arequired field, depending upon your Master
Calendar parameter settings. (See Appendix A, “ Site Configuration Settings.”) Managing
event |locations consists of consists of adding event locations, activating and inactivating
event locations, editing event locations, and deleting event locations.

To add an event location

74

1. Under the Admin Panel main menu option, point to Configuration, and then click
Locations.

The Manage L ocations page opens. The Active tab isthe opened tab. All currently active
event locationsin Master Calendar are displayed on this tab. If the event location was
created in Master Calendar, then the location is a hyperlink. If the event location was
imported from EM S during the addition of a connector (see“To add a connector”), then
the location is not a hyperlink.

Figure 3-29: Manage Locations page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add

Actions Location Location Url
ii] _RP Adelaide
ii] _RP Boston
ii] _RP Boston
ii] _RP Boston
ii] Academico - 1
ii] Académico - 2
ii] Arizona Memorial
Stadium
City Park
Civic Center http:/iwww.dea.com

Combo Room Test 1
Combo Room Test 1
Combo Room Test 1
Dale Hall Towers
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2. Under Actions, click Add.

The Add Location page opens. You use the options on this page to nhame the event
location. This name is displayed in adropdown list when a guest or user clicks the
Lookup icon next to the Location field on the Submit Events page. Optionally, you can
aso provide a URL, an address, the hours of operation, and a phone number for the
location.

Figure 3-30: Add Location page

Admin Calendar Submit Event My Account Help

Name:*

Urd:

Address:

Hours:

Fhone:

Active

3. IntheLocation field, enter a name or description for the location.

4. Enter any of the optional information (URL, Address, Hours, and/or Phone) for the
location.

If you want to confirm the address location, then after you enter an address, click

@ Get Geocode which finds the associated geographic coordinates (expressed as
latitude and longitude) from the address. A View Map option is then displayed
which you can click to preview a map of the address.

5. By default, Activeis selected for the event. To add the event location as an inactive
location, clear the Active option.

6. Click Add.
Thelocation is added in Master Calendar.
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To activate an event location
1. Under the Admin Panel main menu option, point to Configuration, and then click
Locations.

The Manage L ocations page opens. The Activetab isthe opened tab. All currently active
event locations in Master Calendar are displayed on this tab.

Figure 3-31: Manage Locations page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add

Actions Location Location Url
_RP Adelaide

_RP Boston

_RP Boston

_RP Boston

Académico - 1

Académico - 2

Arizona Memorial

Stadium

City Park

Civic Center http-/iwww.dea.com
Combo Room Test 1

Combo Room Test 1

Combo Room Test 1

Dale Hall Towers

2. Click the Inactive tab to openit.
All currently inactive event locationsin Master Calendar are displayed on this tab.

Figure 3-32: Manage Locations page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add

Actions Location Location Url
o Alabama Memorial Stadium http:/Awww.google.com
ii] Arizona Intramural Athletic Building

3. Select the event location that you are activating.
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4. Under Action, click Edit.
The Add Location page opens. The Active option is not selected.

Figure 3-33: Add Location page, Inactive location

Admin Calendar Submit Event My Account Help

Name:*

Alabama Memorial Stadium |
Urd:

’;Jw.google.cclm |
Address:

Memorial Stadium Tuscaloosa, AL 36221 | _
Get Geocode

(32.4057741, -87.04383510000002) View Map
Hours:
Seasonal

Fhone:

L ]
D Active

5. Select Active.
6. Click Save.

The event location is activated in Master Calendar and now is displayed on the Active
tab of the Manage L ocations page.

Figure 3-34: Manage Locations page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add

Actions Location Location Url
_RP Adelaide

_RP Boston

_RP Boston

_RP Boston

Académico - 1

Académico - 2

Alabama Memorial http:/iwww.google.com
Stadium

Arizona Memorial

Stadium

= _a|saasas
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To inactivate an event location
1. Under the Admin Panel main menu option, point to Configuration, and then click
Locations.

The Manage L ocations page opens. The Active tab isthe opened tab. All currently active
event locations in Master Calendar are displayed on this tab.

Figure 3-35: Manage Locations page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add

Actions Location Location Url
_RP Adelaide

_RP Boston

_RP Boston

_RP Boston

Académico - 1

Académico - 2

Alabama Memorial http:/iwww.google.com
Stadium

Arizona Memorial

Stadium

2. Select the event location that you are inactivating.
3. Under Actions, click Edit.
The Add Location page opens. The Active option is selected.

Figure 3-36: Add Location page, Active location

Admin Calendar Submit Event My Account Help

Name:*

Alabama Memarial Stadium |
Urd:

E{w.google.cﬂm |
Address:

Memorial Stadium Tuscaloosa, AL 36221 | _
Get Geocode

Hours:

|Seasc|na| |

Fhone:

L ]

Active

4. Clear the Active option.
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5. Click Save.

The event location isinactivated in Master Calendar and now is displayed on the
Inactive tab of the Manage L ocations page.

Figure 3-37: Manage Locations page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add

LDy —

Actions Location Location Url
o Alabama Memorial Stadium http:/Awww._google.com |
J

To edit an event location
You can edit the name, or any of the optional information (URL, address, hours of operation,
and/or phone number) for an active or an inactive event location.

1. Under the Admin Panel main menu option, point to Configuration, and then click
Locations.

The Manage L ocations page opens. The Activetab isthe opened tab. All currently active
event locations in Master Calendar are displayed on this tab.

Figure 3-38: Manage Locations page, Active tab
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2. If needed, click the Inactive tab to openiit.
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3. Click on the name of the location that you are editing.
The Add Location page opens.
Figure 3-39: Add Location page
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4. Edit the name of the location, or any of the optional information (URL, address, hours of
operation, and/or phone number) as needed.

5. Click Save to save the edited event location in Master Calendar.

To delete an event location

You can delete an active or an inactive event location only if no sub-locations (for example, a

room) reference the location. If any sub-locations reference the selected location, you must
first delete the sub-locations, and then you can delete the location.

Because you can delete a location only if no sub-locations reference it, EMS
Software recommends reviewing your sub-locations first and deleting the
appropriate sub-locations before you attempt to delete a location. See
“Managing Event Sub-Locations” .

If you delete an active event location, any current events that use this location are not
affected. The deletion ssmply means that going forward, the location is not available for use.

You can delete only one location at a time. If you have multiple pages of event

locations to delete, you must repeat this entire process for each location on each
page.

1. Under the Admin Panel main menu option, point to Configuration, and then click
Locations.

The Manage L ocations page opens. The Active tab isthe opened tab. All currently active
event locationsin Master Calendar are displayed on this tab. See Figure 3-40.
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Figure 3-40: Manage Locations page, Active tab
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2. If needed, click the Inactive tab to openit.

3. Clickthe Deleteicon ffj that is next to the location that you are deleting. Two results are
possible:

» If any sub-locations reference the selected location, a dialog box opens indicating
the number of sub-locations that referenceit. You must first delete these
sub-locations before you can delete the location. See “Managing Event Sub-
Locations”.

» If no sub-locations reference the selected | ocation, a message opens asking you if
you are sure that you want to delete the selected location. Continue to Step 4.

4. Click OK in the message.
A message opens indicating that the selected location was deleted.
5. Click OK in the message.
The Active tab or Inactive tab is updated to reflect the deletion of the event location.
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Managing Event Sub-Locations

You can specify just alocation for an event, or you can specify alocation and a sub-location.
A sub-location is a further definition/clarification of where an event is to take place. For
example, if you specify abuilding as the event location for a chemistry lab practical, you
could specify in which room in the building the lab practical is to take place. The
Sub-Location field might or might not be displayed for alocation, depending upon your
Master Calendar parameter settings. (See Appendix A, “Site Configuration Settings’.) You
can identify a sub-location with the name or phrase that best suits your organization's
needs, for example, room, field, and so on. Managing event locations consists of adding
event sub-locations, activating and inactivating event sub-locations, editing event sub-
locations, and deleting event sub-locations.

“Rooms’ isthe default label for sub-location. To change this label to better suit
your organization's business needs, see “ Managing Default Settings for Master
Calendar” .

To add an event sub-location

You can add an event sub-location only to an active event location. If you need to
activate an event location before you can add a sub-location to it, see “To
activate an event location” .

1. Under the Admin Panel main menu option, point to Configuration, and then click
<Sub-L ocations>, where <Sub-L ocations> is the name or phrase that you used to
identify sub-locations in Master Calendar, for example, Rooms.

The Manage Sub-L ocations page opens. The Active tab is the opened tab. When thistab
first opens, it is blank.

2. Onthe Locations dropdown list, select the active location to which you are adding the
sub-location.

Active locations are displayed in black on the Locations dropdown list. Inactive
@ locations are displayed in red and (Inactive) is displayed after the location name.

All currently active event sub-locations for the selected location in Master Calendar are
displayed on the Active tab. See Figure 3-41.
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Figure 3-41: Manage Sub-Locations page, Active tab
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3. Under Actions, click Add.

The <Sub-Location> dialog box opens. You use this dialog box to name the event
sub-location. This nameis displayed in adropdown list when a guest or user clicks the
Lookup icon next to the Location field on the Submit Events page.

Figure 3-42: <Sub-Location> dialog box

Room:*

[ |
Location®

mnger Hall ~ |
Active

4. Inthe <Sub-Location> field, enter a name or description for the sub-location.
5. Optionaly, do one or both of the following:
*  Onthe Location dropdown list, select a different active location.

» By default, Activeis selected for the sub-location. To add the sub-location as an
inactive location in Master Calendar, clear the Active option.

6. Click Save.
The sub-location is added in Master Calendar.
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To activate an event sub-location

You can activate an event sub-location for alocation that was created in Master Calendar or
alocation that was imported from EMS.

1. Under the Admin Panel main menu option, point to Configuration, and then click
<Sub-L ocations>, where <Sub-L ocations> is the name or phrase that you used to
identify sub-locations in Master Calendar, for example, Rooms.

The Manage Sub-L ocations page opens. The Active tab isthe opened tab. When thistab
first opens, it is blank.

2. Onthe Locations dropdown list, select the location for which you are activating the
sub-locations.

All currently active event sub-locations for the selected location in Master Calendar are
displayed on the Active tab.

Figure 3-43: Manage Sub-Locations page, Active tab
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3. Click the Inactive tab to openiit.

All currently inactive event sub-locations for the selected location in Master Calendar
are displayed on thistab.

Figure 3-44: Manage Sub-Locations page, Inactive tab
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4. Select the event sub-location that you are activating.
5. Under Action, click Edit.
The <Sub-Location> dialog box opens. The Active option is not selected.

Figure 3-45: Sub-Location dialog box, Inactive location
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Gitfinger Hall Lv3

[ Active

6. Select Active.

7. Click Save.
The event sub-location is activated in Master Calendar and now is displayed on the
Active tab of the Manage Sub-L ocations page.

Figure 3-46: Manage Sub-Locations page, Active tab
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To inactivate an event sub-location

You can activate an event sub-location for alocation what was created in Master Calendar or
imported from EMS.

1. Under the Admin Panel main menu option, point to Configuration, and then click
<Sub-L ocations>, where <Sub-L ocations> is the name or phrase that you used to
identify sub-locations in Master Calendar, for example, Rooms.

The Manage Sub-L ocations page opens. The Active tab isthe opened tab. When thistab
first opens, it is blank.
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2. Onthe Locations dropdown list, select the location for which you are inactivating the
sub-location.
All currently active event sub-locations for the selected location in Master Calendar are
displayed on the Active tab.

Figure 3-47: Manage Sub-Locations page, Active tab
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3. Select the event sub-location that you are inactivating.
4. Under Actions, click Edit.
The Sub-L ocation dialog box opens. The Active option is selected.

Figure 3-48: Sub-Location dialog box, Active location
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5. Clear the Active option.
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6. Click Save.

The event sub-location is inactivated in Master Calendar and now is displayed on the
Inactive tab of the Manage Sub-L ocations page.

Figure 3-49: Manage Sub-Locations page, Inactive tab
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To edit an event sub-location

You can edit the name for a sub-location only if the sub-location is assigned to alocation that
was created in Master Calendar. The sub-location can be an active or inactive location. You
cannot edit asub-location if the sub-location is assigned to alocation that wasimported
from EM S during the addition of a connector. (See “ To add a connector”.)

1. Under the Admin Panel main menu option, point to Configuration, and then click
<Sub-L ocations>, where <Sub-L ocations> is the name or phrase that you used to
identify sub-locations in Master Calendar, for example, Rooms.

The Manage Sub-L ocations page opens. The Active tab is the opened tab. When thistab
first opens, it is blank.

2. Onthe Locations dropdown list, select the location for which you are editing the
sub-location.

All currently active event sub-locations for the selected location in Master Calendar are
displayed on the Active tab.

Figure 3-50: Manage Sub-Locations page, Active tab
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If needed, click the Inactive tab to openit.
Select the sub-location that you are editing.
Under Action, click Edit.

The <Sub-L ocation> dialog box opens.

Figure 3-51: Sub-Location dialog box
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6. Edit the name of the sub-location, its location, or both as needed.

7. Click Save to save the edited event sub-location in Master Calendar.

To delete an event sub-location

88

You can delete both active and inactive sub-locations. If you delete an active event
sub-location, any current events that use this sub-location are not affected. The deletion
simply means that going forward, the sub-location is not available for use.

1.

Under the Admin Panel main menu option, point to Configuration, and then click <Sub-
L ocations>, where <Sub-L ocations> is the name or phrase that you used to identify sub-
locationsin Master Calendar, for example, Rooms.

The Manage Sub-L ocations page opens. The Active tab is the opened tab. When this tab
first opens, it is blank.

On the Locations dropdown list, select the location for which you are deleting the sub-

locations.
All currently active event sub-locations for the selected location in Master Calendar are

displayed on the Active tab. See Figure 3-52.

Master Calendar Setup Guide



Configuring Optional Information

Figure 3-52: Manage Sub-Locations page, Active tab
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If needed, click the Inactive tab to openit.

Select one or more event sub-locations to be del eted.

5.

To select all event sub-locations on the currently opened page for deletionin a

single step, select <Sub-Location>, for example, Room. If you have multiple

pages of sub-locations to delete, you must repeat this entire process on each page.
Under Actions, click Delete.

A message opens asking you if you are sure that you want to delete all the selected event
sub-locations.

Click OK in the message.
A message opens indicating that all the selected sub-locations were successfully deleted.
Click OK in the message.

The Active tab or Inactive tab is updated to reflect the deletion of the event
sub-locations.
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Managing Departments

A department isadivision of abusiness specializing in a particular product or service, for
example, the Personnel department, or adivision of a college dealing with a particular field
of knowledge, for example, the Department of Chemistry. You can configure departmentsfor
Master Calendar so that additional information/clarification can be provided for an event.
For example, if you are managing calendars for a university campus and you specify a
multi-use building as an event location, you could al so specify the department that is hosting
the event. Managing departments consists of adding departments, activating departments,
inactivating departments, editing departments, and deleting departments.

“ Departments” is a default label. To change this label to better suit your
organization’s business needs, see “ Managing Default Settings for
Master Calendar” .

To add a department
1. Under the Admin Panel main menu option, point to Configuration, and then click
Departments.

The Departments page opens. The Activetab is the opened tab. All currently active
departments in Master Calendar are displayed on this tab.

Figure 3-53: Departments page, Active tab
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2. Under Actions, click Add.

The Department dialog box opens. You use this dialog box to name the department. See
Figure 3-54.
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Figure 3-54: Department dialog box

Department

Department: *

3. Inthe Namefield, enter the name for the department.

4. On the Department dialog box, click Add.
The Department is added to Master Calendar as an active department.

To activate a department

1. Under the Admin Panel main menu option, point to Configuration, and then click
Departments.

The Departments page opens. The Activetab is the opened tab. All currently active
departmentsin Master Calendar are displayed on thistab.

Figure 3-55: Departments page, Active tab
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2. Click the Inactive tab to open it.
All currently inactive departments in Master Calendar are displayed on this tab. See
Figure 3-56.
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Figure 3-56: Departments page, Inactive tab
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3. Select the department that you are activating.
4. Under Actions, select Edit.

The Department dialog box opens. The dialog box shows the department name. The
Active option is not selected.

Figure 3-57: Department dialog box, Inactive department
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5. Select Active.
6. Click Save.

The department is activated and is displayed on the Active tab on the Departments page.
Figure 3-58: Departments page, Active tab
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To inactivate a department

1. Under the Admin Panel main menu option, point to Configuration, and then click
Departments.

The Departments page opens. The Active tab is the opened tab. All currently active
departmentsin Master Calendar are displayed on this tab.

Figure 3-59: Departments page, Active tab
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2. Select the department that you are inactivating.

3. Under Actions, select Edit.

The Department dialog box opens. The dialog box shows the department name. The
Active option is selected.

Figure 3-60: Department dialog box, Active department
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4. Clear the Active option.
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5. Click Save.
The department isinactivated and now is displayed on the Inactive tab of the
Departments page.

Figure 3-61: Departments page, Inactive tab
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To edit a department name

You can edit the name for both an active or an inactive department.

1. Under the Admin Panel main menu option, point to Configuration, and then click
Departments.
The Departments page opens. The Activetab is the opened tab. All currently active
departments in Master Calendar are displayed on this tab.

Figure 3-62: Departments page, Active tab
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2. If needed, click the Inactive tab to open it.
3. Select the department that you are editing.
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4. Under Actions, select Edit.
The Department dialog box opens. The dialog box shows the department name.
Figure 3-63: Department dialog box
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5. Edit the name of the department as needed.
6. Click Save to save the edited department in Master Calendar.

To delete a department
If you delete an active department, any current events that use this location are not affected.
The deletion simply means that going forward, the department is not available for use.

1. Under the Admin Panel main menu option, point to Configuration, and then click
Departments.

The Departments page opens. The Active tab is the opened tab. All currently active
departmentsin Master Calendar are displayed on thistab.
Figure 3-64: Departments page, Active tab
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2. If needed, click the Inactive tab to open it.
3. Select one or more departments to be deleted.

To select all departments on the currently opened page for deletion in a single
step, select Department. If you have multiple pages of departments to delete, you
must repeat this entire process on each page.
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4, Under Actions, click Delete.

A message opens asking you if you are sure that you want to delete all the selected
departments.

5. Click OK inthe message.
A message opens indicating that all the selected departments were successfully del eted.

6. Click OK inthe message.
The Active tab or Inactive tab is updated to reflect the deletion of the departments.
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Managing Custom Field Hints

A customfield is found on the Add Event page. Custom fields supply additional information
about the events that are posted to a calendar. A guest or user can read this additional
information about the event when they view the event on the calendar. AsaMaster Calendar
manager, you can supply hints or suggestions about the purpose or use of these custom fields
to the event requestor. For example, if you are managing calendars for a university campus,
and one of these calendarsisfor athletic events, you might add a custom field that indicates
where ticket pricing information is available for the event. Managing custom field hints
consists of adding custom field hints, activating and inactivating custom field hints, editing
custom field hints, and deleting custom field hints.

To add a custom field hint
When you add a custom field hint, you are adding to a global list, which means that any hint
that you add can be made available for any event submission form.

1. Under the Admin Panel main menu option, point to Configuration, and then click
Custom Field Hints.

The Custom Field Hints page opens. The Active tab is the opened tab. All currently
active custom field hintsin Master Calendar are displayed on this tab.

Figure 3-65: Custom Field Hints page, Active tab
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2. Under Actions, click Add.

The Custom Field Hint dialog box opens. You use this dialog box to name the custom
field hint. Thisnameis displayed in adropdown list when a guest or user clicks the
Lookup icon next to a Custom field on the Submit Events page. See Figure 3-65.
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Figure 3-66: Custom Field Hint dialog box

Custom Field Hint
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3. Inthe Custom Field Hint field, enter aname or description for the custom field.

4. Click Add.
The hint is added as an active custom field hint in Master Calendar.

To activate a custom field hint

1. Under the Admin Panel main menu option, point to Configuration, and then click
Custom Field Hints.

The Custom Field Hints page opens. The Active tab is the opened tab. All currently
active custom field hintsin Master Calendar are displayed on this tab.

Figure 3-67: Custom Field Hints page, Active tab
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2. Click the Inactive tab to openiit.
All currently inactive custom field hints in Master Calendar (title and color) are
displayed on thistab. See Figure 3-68.
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Figure 3-68: Custom Field Hints page, Inactive tab
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Select the custom field hint that you are activating.
4. Under Actions, select Edit.

The Custom Field Hint dialog box opens. The dialog box shows the custom field hint
name. The Active option is not selected.

Figure 3-69: Custom Field Hint dialog box, Inactive custom field hint
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5. Select Active.
6. Click Save.
The custom field hint is activated and is displayed on the Active tab on the Custom Field
Hints page.
Figure 3-70: Custom Field Hints page, Active tab
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To inactivate a custom field hint

1. Under the Admin Panel main menu option, point to Configuration, and then click
Custom Field Hints.

The Custom Field Hints page opens. The Active tab is the opened tab. All currently
active custom field hintsin Master Calendar are displayed on this tab.

Figure 3-71: Custom Field Hints page, Active tab
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2. Select the custom field hint that you are inactivating.
3. Under Actions, click Edit.

The Custom Field Hint dialog box opens. The dialog box shows the name for the custom

field hint. The Active option is selected.
Figure 3-72: Custom Field Hint dialog box, Active hint
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4. Clear the Active option.

5. Click Save.
The custom field hint isinactivated in Master Calendar and now is displayed on the

Inactive tab of the Custom Field Hints page. See Figure 3-73.
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Figure 3-73: Custom Field Hints page, Inactive tab
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To edit the name for a custom field hint

You can edit the name for both active and inactive custom field hints.

1. Under the Admin Panel main menu option, point to Configuration, and then click
Custom Field Hints.
The Custom Field Hints page opens. The Active tab is the opened tab. All currently
active custom field hintsin Master Calendar are displayed on this tab.

Figure 3-74: Custom Field Hints page, Active tab
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2. If needed, click the Inactive tab to openit.
3. Select the custom field hint that you are editing.

4. Under Actions, select Edit.
The Custom Field Hint dialog box opens. The dialog box shows the custom field hint

name. See Figure 3-75.
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Figure 3-75: Custom Field Hint dialog box, Active hint
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5. Edit the custom field hint name as needed.
6. Click Save.
The edited custom field hint is saved in Master Calendar.

To delete a custom field hint

You can delete an active or an inactive custom field hint. If you delete an active custom field

hint, any current events that use the hint are not affected. The deletion simply means that

going forward, the custom field hint is not available for use.

1. Under the Admin Panel main menu option, point to Configuration, and then click
Custom Field Hints.

The Custom Field Hints page opens. The Active tab is the opened tab. All currently
active custom field hintsin Master Calendar are displayed on this tab.

Figure 3-76: Custom Field Hints page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Custom Field Hints
[] | Name
O Intramural Requirements

O Parking Information
O Ticket Prices

2. If needed, click the Inactive tab to openiit.
3. Select one or more custom field hints to be del eted.

To select all customfield hints on the currently opened page for deletionin a
single step, select Name. If you have multiple pages of hints to delete, you must
repeat this entire process on each page.
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4, Under Actions, click Delete.

A message opens asking you if you are sure that you want to delete all the selected
custom field hints.

5. Click OK in the message.

A message opens indicating that al the selected custom field hints were successfully
deleted.

6. Click OK inthe message.
The Active tab or Inactive tab is updated to reflect the deletion of the custom field hints.
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Managing User Defined Questions

A user defined question (UDQ) is a question that can be posed to a guest or user as part of
the process of submitting an event. A UDQ can be optional or required, and you can assign a
one or more UDQs to one or more calendars of your choice when you are creating the
calendars. Managing UDQs consists of adding UDQs, activating and inactivating UDQS,
editing UDQs, and deleting UDQs. You can also view the history for aUDQ.

To add a UDQ

When you add a UDQ, you can assign the UDQ to one or more calendars.

1. Under the Admin Panel main menu option, point to Configuration, and then click User
Defined Questions.
The Manage UDQs page opens. The Active tab is the opened tab. All currently active
UDQsin Master Calendar are displayed on this tab.

Figure 3-77: Manage UDQs, Active tab
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[] Target What is the Target Audience for this presentation? Text

Audience

2. Under Actions, click Add.

The Add UDQ page opens. The Detailstab isthe opened tab. You use the options on this
tab to specify the information for the UDQ. See Figure 3-78.
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Figure 3-78: Add UQD page, Details tab

Admin Calendar Submit Event My Account Help
e

General Info

Name:”
|

Question Type:

Default Value:

Display Text*

SE?LIEI'ICE,‘I’

[internal
[JResponse Required

oeD

3. Enter theinformation for the UDQ.

Field Description

Name The name of the UDQ. This name is displayed in a pick list on the UDQs
tab for calendar configuration.

Question Type Dropdown list with four options - Text, Date, Numeric, and List. Indicates
the required format for the answer to a UDQ.

Default value A pre-assigned value for the UDQ that is displayed on the Submit Event
page. A guest or user can edit this value as needed.

Display Text The text that is displayed for the UDQ under Additional Information on
the Submit Event page.

Sequence The order in which the UDQs are displayed under Additional Information
on the Submit Event page. This is a required value. If you give all the
UDQs the same sequence number, then the UDQs are displayed in
alphabetical order under Additional Information; otherwise, they are
displayed in ascending order (Sequence 1, Sequence 2, Sequence 3,
and so on).

Internal If selected, then the question is not displayed in the event description;
otherwise, the question is displayed in the event description.

Response Required If selected, then a guest or user must answer the question before they
can submit the event; otherwise, the guest or user does not have to
answer the question to submit the event.

Note: If you specify a default value for a UDQ, but then make a
response required, Master Calendar ignores the default value.
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4. Click the Calendarstab to open it.
Figure 3-79: Add UDQ page, Calendars tab

Admin Calendar Submit Event My Account Help
Details

Calendars:

Arts & Culture

Auto Create Buildings A
Basketball, Women's

Board of Education

Calendar of Events

Calendar URL check

Campus Activites

Center for Law and Society

Center for Social Justice

Cenfral Region

Chamber of Commerce

Charter Communications

Chemistry Students

City Council

DEA b
DSCalendar

Selected Calendars:

oeD

5. Inthe Calendarslist, click the calendar to you are assigning the UDQ (CTRL-click to

select multiple calendars), and then click the Add button | to add the selected calendars
to the Selected Calendars list.

6. Click Add.
The UDQ is saved as an active UDQ in Master Calendar.
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To activate a UDQ

1. Under the Admin Panel main menu option, point to Configuration, and then click User
Defined Questions.
The Manage UDQs page opens. The Activetab is the opened tab. All currently active
UDQsin Master Calendar are displayed on this tab.

Figure 3-80: Manage UDQs page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

User Defined Questions

[] Name = Prompt Text Type

[] Contract Work Have you implemented the project timing software prior  Text
Questions to this date?

] Medical Have you provided a signed and dated medical release  Text
Release form from you doctor indicating that your eligible to

participate in this event?

[] Target What is the Target Audience for this presentation? Text

Audience

2. Click the Inactive tab to openiit.
All currently inactive UDQs in Master Calendar are displayed on this tab.

Figure 3-81: Manage UDQs page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

User Defined Questions

[] Name = Prompt Text Type

] Age Participation is limited to age 18 and over. Are you over 18 Text
Restriction  years of age?

[ Wisitor Survey First time visiting this Calendar? List

3. Select the UDQ that you are activating.

4. Under Actions, click Edit.
The Add UDQ page opens. The Details tab is the opened tab. The Active option is not

selected. See Figure 3-82.
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Figure 3-82: Add UDQ page, Details tab, Inactive UDQ

Admin Calendar Submit Event My Account Help

T

General Info

Name:*
[Age R
Question Type:

Default Value:
|Yes |

Display Text*

[Participation is limited to age 18 and over |

Sequence:”
[internal

WIResponse Required
L Active

5. Select Active.
6. Click Save.

The UDQ is activated in Master Calendar and now is displayed on the Active tab of the
Manage UDQs page.

Figure 3-83: User Defines Questions page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

User Defined Questions
[] Name = Prompt Text Type

[] Age Restriction Participation is limited to age 15 and over. Are you over Text |
18 vears of a0e?

[] Contract Work Have you implemented the project timing software prior  Text

Questions to this date?
] Medical Have you provided a signed and dated medical release  Text
Release form from you doctor indicating that your eligible to
participate in this event?
[] Target What is the Target Audience for this presentation? Text
Audience
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To inactivate a UDQ

1. Under the Admin Panel main menu option, point to Configuration, and then click User
Defined Questions.

The Manage UDQs page opens. The Activeisthe opened tab. All currently active UDQs
in Master Calendar are displayed on thistab.

Figure 3-84: Manage UDQs page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

User Defined Questions

[] Name = Prompt Text Type

[] Age Restriction Participation is limited to age 18 and over. Are you over Text
18 years of age?

[] Contract Work Have you implemented the project timing software prior  Text

Questions to this date?
] Medical Have you provided a signed and dated medical release  Text
Release form from you doctor indicating that your eligible to
participate in this event?
[] Target What is the Target Audience for this presentation? Text
Audience

2. Select the UDQ that you are inactivating.
3. Under Actions, click Edit.

The Add UDQ page opens. The Details tab is the opened tab. The Active option is
selected.

Figure 3-85: Add UDQ page, Details tab, Active UDQ

Admin Calendar Submit Event My Account Help
corvs | oy

General Info

Name:*
[Age Restriction

Question Type:

Default Value:
|Yes |

Display Text*

|F‘a|1icipalinn is limited fo age 18 and wer.l

Sequence:*

[internal
WIResponse Required
Ml Active
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4. Clear the Active option.

5. Click Save.
The UDQ isinactivated in Master Calendar and now is displayed on the Inactive tab of
the Manage UDQs page.

Figure 3-86: Manage UDQs page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

User Defined Questions

[] Name = Prompt Text Type
] Age Participation is limited to age 18 and over. Are you over 18 Text
Restriction  years of age?

[ Visitor Survey First time visiting this Calendar? List

To edit a UDQ

You can edit any and all information for both active and inactive UDQs.

1. Under the Admin Panel main menu option, point to Configuration, and then click User
Defined Questions.
The Manage UDQs page opens. The Activeisthe opened tab. All currently active UDQs
in Master Calendar are displayed on thistab.

Figure 3-87: Manage UDQs page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

User Defined Questions

[] Name = Prompt Text Type

[] Contract Work Have you implemented the project timing software prior  Text
Questions to this date?

] Medical Have you provided a signed and dated medical release  Text
Release form from you doctor indicating that your eligible to

participate in this event?

[] Target What is the Target Audience for this presentation? Text

Audience

2. If needed, click the Inactive tab to open it.
3. Select the UDQ that you are editing.
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4. Under Actions, click Edit.
The Add UDQ page opens. The Details tab is the opened tab.
Figure 3-88: Add UDQ page, Details tab

Admin Calendar Submit Event My Account Help
s (O
| oo | Gaenrs | i |

General Info

Name:*
[Age Restriction

Question Type:

Default Value:
|Yes |

Display Text*

|F‘a|1icipalinn is limited fo age 18 and wer.l

Sequence:*

[internal
WIResponse Required
L Active

5. Edit theinformation for the UDQ as needed.

Field Description

Name The name of the UDQ. This name is displayed in a pick list on the UDQs
tab for calendar configuration.

Question Type Dropdown list with four options - Text, Date, Numeric, and List. Indicates
the required format for the answer to a UDQ.

Default value A pre-assigned value for the UDQ that is displayed on the Submit Event
page. A guest or user can edit this value as needed.

Display Text The text that is displayed for the UDQ under Additional Information on
the Submit Event page.

Sequence The order in which the UDQs are displayed under Additional Information
on the Submit Event page. This is a required value. If you give all the
UDQs the same sequence number, then the UDQs are displayed in
alphabetical order under Additional Information; otherwise, they are
displayed in ascending order (Sequence 1, Sequence 2, Sequence 3,
and so on).

Internal If selected, then the question is not displayed in the event description;
otherwise, the question is displayed in the event description.

Response Required If selected, then a guest or user must answer the question before they
can submit the event; otherwise, the guest or user does not have to
answer the question to submit the event.

Note: If you specify a default value for a UDQ, but then make a
response required, Master Calendar ignores the default value.
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Field

Description

Active

If selected, indicates that the UDQ is available for selection when you
are configuring a calender; otherwise, it is unavailable.

6. Click the Caendarstab to open it.

Figure 3-89: Add UDQ page, Calendars tab

Admin Calendar Submit Event My Account Help

Calendars:

Arts & Culture

Auto Create Buildings
Basketball, Women's
Board of Education
Calendar of Events
Calendar URL check
Campus Activites
Center for Law and Society
Center for Social Justice
Cenfral Region
Chamber of Commerce
Charter Communications
Chemistry Students

City Council

DEA

DSCalendar

Selected Calendars:

oeD

7. Do one of thefollowing:

* Inthe Caendarslist, click the calendar to which you are assigning the UDQ

(CTRL-click to select multiple calendars), and then click the Add button p to add
the selected calendars to the Selected Calendars list.

* Inthe Selected Caendars list, click the calendar from which you are removing the
UDQ (CTRL-click to select multiple calendars), and then click the Remove button

4 toreturn the calenders to the Calendars list.

8. Click Saveto save the edited UDQ in Master Calendar.
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To delete a UDQ

You can delete an active or an inactive UDQ. If you delete an active UDQ, any current

events that use the UDQ are not affected. The deletion simply means that going forward, the

UDQ isnot available for use.

1. Under the Admin Panel main menu option, point to Configuration, and then click User
Defined Questions.

The Manage UDQs page opens. The Active isthe opened tab. All currently active UDQs
in Master Calendar are displayed on this tab.

Figure 3-90: Manage UDQs page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

v [

User Defined Questions

[] Name = Prompt Text Type

[] Contract Work Have you implemented the project timing software prior  Text
Questions to this date?

] Medical Have you provided a signed and dated medical release  Text
Release form from you doctor indicating that your eligible to

participate in this event?

[] Target What is the Target Audience for this presentation? Text

Audience

2. If needed, click the Inactive tab to open it.
3. Select one or more UDQs to be deleted.

To select all UDQs on the currently opened page for deletion in a single step,
select Name. If you have multiple pages of UDQs to delete, you must repeat this
entire process on each page.

4. Under Actions, click Delete.

A message opens asking you if you are sure that you want to delete all the selected
UDQs.

5. Click OK in the message.

A message opens indicating that al the selected UDQs were successfully deleted.
6. Click OK inthe message.

The Active tab or Inactive tab is updated to reflect the deletion of the UDQs.
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To view the history for a UDQ

Thehistory for aUDQ consists of the original creation date of the UDQ, the name of the user
who created the UDQ), the last date that the UDQ was edited, and the name of the user who
last edited the UDQ. You can view the history for both active or inactive UDQs.

1. Under the Admin Panel main menu option, point to Configuration, and then click User
Defined Questions.

The Manage UDQs page opens. The Active isthe opened tab. All currently active UDQs
in Master Calendar are displayed on this tab.

Figure 3-91: Manage UDQs page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

User Defined Questions

[] Name = Prompt Text Type

[] Contract Work Have you implemented the project timing software prior  Text
Questions to this date?

] Medical Have you provided a signed and dated medical release  Text

2. If needed, click the Inactive tab to open it.
Select the UDQ for which you are viewing the history.
4. Under Actions, click Edit.

The Add UDQ page opens. The Details tab is the opened tab.
Figure 3-92: Add UDQ page, Details tab

Admin Calendar Submit Event My Account Help
ENEEEETI

General Info

Name:*
[Age Restriction

Question Type:

Default Value:
|Yes |

Display Text*

|F‘a|1icipalinn is limited fo age 18 and wer.l

Sequence:*

[internal
WIResponse Required
L Active
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5. Click the History tab to open it and view the history for the selected UDQ.
Figure 3-93: Add UDQ page, History tab

Admin Calendar Submit Event My Account Help

s | o

Created Date: 5/5/2013 9:50 AM
Created By: Technical Writer
Updated Date: 5/8/2013 10:00 AM
Updated By: Technical Writer
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Managing Event Icons

Anevent iconisagraphic symbol (typically asimple picture) that further identifies an event.
By default, when you associate an active event icon with an event, theicon is always
displayed in the event description. You can also have the icon displayed in atooltip and on
the calendar for the event. You can use two sizes of iconsin Master Calendar—a large icon,
which must be 25 pixels wide and no more than 25 pixelsin height, and a small icon, which
must be 12 pixels wide and no more than 12 pixelsin height. Managing event icons consists
of adding event iconsto tooltips or calendars, activating and inactivating event icons, editing
event icons, and deleting event icons.

To add a large event icon

When you add an event icon, you must, at aminimum, add alargeicon. You can also add a
small icon at the same time, or you can save the event icon and, if needed, add asmall icon at
alater date.

When you add an event icon, the title/name of the event icon is displayed as an
option under Custom Fields on the Add Event page. See Submitting an Event in
the Master Calendar User’s Manual.

=

Under the Admin Panel main menu option, point to Configuration, and then click Event
Icons.

The Manage Event | cons page opens. The Activetab is the opened tab. All currently
active event icons in Master Calendar are displayed on this tab.

Figure 3-94: Manage Event Icons page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Icons

| Title « Large Icon Small Icon
O Accepted Entry o
O Skype Available [S)

2. Under Actions, click Add.

The Add Event | con page opens. The Detailstab isthe only tab on this page. You use the
options on this tab to name the event icon, and to indicate to which items (tooltips or
calendars) to add the icons. By default, Show icon on tooltip is selected. See Figure 3-95.
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Figure 3-95: Add Event Icon page, Details tab

Admin Calendar Submit Event My Account Help

Title:”

| |
Large lcon:

Add Large Icon

Small lcon:

Add Small lcon

Wl show icon on tooltip
[Ishow icon on calendar (Requires a small icon)

3. IntheTitlefield, enter a name or description for the event icon.
4. Click Add Large Icon.
The Upload Attachment dialog box opens.

Figure 3-96: Upload Attachment dialog box

T ncar pcad achmart

Attach
Calendar Managers | RSS Feeds

MR eS|

5. Click Browse to open the Choose File dialog box to browse to and select the large event
icon.

6. After you select the large event icon in the Choose File dialog box, click Open.

The Choose File dialog box closes, and the Browse field in the Upload Attachment
dialog box is automatically populated with the full directory path (including thefile
name) for the large event icon.
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7. Inthe Upload Attachment dialog box, click Attach.

The Upload Attachment dialog box closes, and the Details tab is updated to reflect the
addition of the large event icon. In addition, a“remove’ option is displayed next to the
name of the event icon. You can click this option to remove an icon if you added an icon
in error, or if you want to replace the icon with another one.

If the icon that you are attempting to add as the large icon exceeds the allowed
dimensions (25 pixels x 25 pixels), then after you click Attach, the Browse field in
the Upload Attachment dialog box is not automatically populated. Instead, it
remains blank and a message is displayed above the Browse field that indicates

the allowed dimensions for the icon.

8. Do oneof thefollowing:

» Click Saveto savethelarge eventicon asan activeiconin Master Calendar. Theicon
isdisplayed on the Active tab of the Manage Event |cons page. Y ou can add a small
event icon, if needed, at alater date.

Figure 3-97: Manage Event Icons page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

BN

Event Icons
Small lcon

| Title « Large Icon
O Accepted Entry o
O Skype Available [S)
O Video Event »

e Continueto “To add asmall event icon” below.

To add a small event icon

You can add asmall icon for both active and inactive event icons.

1. If the Detailstab for a selected event icon is already open, continue to Step 4; otherwise,
continue to Step 2.

2. Under the Admin Panel main menu option, point to Configuration, and then click Event

Icons.
The Manage Event |cons page opens. The Active tab is the opened tab. All currently

active event iconsin Master Calendar are displayed on thistab. See Figure 3-100.
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Figure 3-98: Manage Event Icons page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Icons

O Title « Large Icon Small lcon
O Accepted Entry o
O Skype Available [S)
O Video Event »

If needed, click the Inactive tab to openit.
4. Select the event for which you are adding the small icon.

Under Actions, click Edit.

The Add Event |con page opens. The Details tab is the opened tab. You use this dialog
box to name the event icon, and to indicate to which items (tooltips or calendars) to add
theicons. By default, Show icon on tooltip is selected.

Figure 3-99: Add Event Icon page, Details tab

Admin Calendar Submit Event My Account Help

Title:”

[Skype Availabie |
Large lcon:
icon.ico remove

Small lcon:
Add Small Icon

Wl show icon on tooltip
[Ishow icon on calendar (Requires a small icon)
Ml Active
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6. Click Add Small Icon.
The Upload Attachment dialog box opens.
Figure 3-100: Upload Attachment dialog box

7. Click Browse to open the Choose File dialog box to browse to and select the small event
icon.

8. After you select the small event icon in the Choose File dialog box, click Open.

The Choose File dialog box closes, and the Browse field in the Upload Attachment
dialog box is automatically populated with the full directory path (including the file
name) for the small event icon.

9. Inthe Upload Attachment dialog box, click Attach.

The Upload Attachment dialog box closes, and the Details tab is updated to reflect the
addition of the small event icon. In addition, a“remove’ option is displayed next to the
name of the event icon. You can click this option to remove an icon if you added an icon
in error, or if you want to replace the icon with another one.

dimensions (12 pixels x 12 pixels), then after you click Attach, the Browse field in
the Upload Attachment dialog box is not automatically populated. Instead, it
remains blank and a message is displayed above the Browse field that indicates
the allowed dimensions for theicon.

@ If the icon that you are attempting to add as the small icon exceeds the allowed

10. Optionally, do one or both of the following:

* |If you do not want the icon to be displayed in the event tooltip, clear Show icon on
tooltip.

« |If you want to display theicon on the calendar entry, select Show icon on calendar.
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11. Click Save to save the small event icon as an active icon in Master Calendar.
Theicon isdisplayed on the Active tab of the Manage Event |cons page.

Figure 3-101: Manage Event Icons page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Icons
O Title « Large Icon Small Icon
O Accepted Entn, T
O | Skype Available [S] S| |
O Video Event »

To activate an event icon

1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Icons.
The Manage Event Icons page opens. The Active tab is the opened tab. All currently
active event icons in Master Calendar are displayed on this tab.

Figure 3-102: Manage Event Icons page, Active tab

Admin Calendar Submit Event My Account Help

Actions

Add | Edit | Delste

Event Icons
Small lcon

O Title « Large Icon
O Accepted Entry o
O Skype Available [S)

2. Click the Inactive tab to openiit.
All currently inactive event icons in Master Calendar are displayed on this tab.

Figure 3-103: Manage Event Icons page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions

Add | Edit | Delste
Event Icons
Small lcon

O Title ~ Large Icon
0 Video Event »
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Select the event icon that you are activating.

4. Under Actions, click Edit.

The Add Event Icon page opens. The Detailstab is the opened tab. The Active optionis
not selected.

Figure 3-104: Add Event Icon page, Details tab

Admin Calendar Submit Event My Account Help

Title:”

|\u'icleo Event |
Large Icon:

LargeVideoEventindicator.png remove

Small lcon:

Add Small Icon

Wl show icon on tooltip
[Ishow icon on calendar (Requires a small icon)
L Active

e —
5. Select Active.

6. Click Save.

Theeventiconisactivated in Master Calendar and now is displayed on the Active tab of
the Manage Event | cons page.

Figure 3-105: Manage Event Icons page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Icons

I Title « Large Icon small Icon
O Accepted Entry o

Skype Available [S]
H| Video Event [ ] |
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To inactivate an event icon

1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Icons.

The Manage Event Icons page opens. The Active tab is the opened tab. All currently
active event icons in Master Calendar are displayed on this tab.

Figure 3-106: Manage Event Icons page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Icons

I Title « Large Icon small Icon
O Accepted Entry o
O Skype Available 8
O Video Event »

2. Select the event icon that you are inactivating.

3. Under Actions, click Edit.

The Add Event Icon page opens. The Detailstab is the opened tab. The Active optionis
selected.

Figure 3-107: Add Event Icon page, Details tab

Admin Calendar Submit Event My Account Help

Title:”

|\u'ideo Event |
Large Icon:

LargeVideoEventindicator.png remove

Small lcon:

Add Small Icon

Wl show icon on tooltip
[Ishow icon on calendar (Requires a small icon)
Ml Active

4. Clear the Active option.
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5. Click Save.
Theevent iconisinactivated in Master Calendar and now is displayed on the Inactive tab
of the Manage Event Icons page.

Figure 3-108: Manage Event Icons page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions

Add | Edit | Delste

Event Icons

O Title « Large Icon Small Icon

O Video Event »

To edit an event icon

For both active and inactive event icons, you can edit the name of the event icon, you can
replace theicons, and you can specify if theicon isto be displayed on atooltip or on the

calendar event.
1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Icons.

The Manage Event Icons page opens. The Active tab is the opened tab. All currently
active event icons in Master Calendar are displayed on this tab.

Figure 3-109: Manage Event Icons page, Active tab

Admin Calendar Submit Event My Account Help

Actions

Add | Edit | Delste

Event Icons
O Title « Large Icon Small lcon
O Accepted Entry o
O Skype Available [S)
O Video Event »

2. If needed, open the Inactive tab.
3. Select the event icon that you are editing.
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4. Under Actions, click Edit.

The Add Event Icon page opens. The Details tab is the opened tab.
Figure 3-110: Add Event Icon page, Details tab

Admin Calendar Submit Event My Account Help
e

Title:®

|\u'ideo Event |
Large Icon:

LargeVideoEventindicator png remove

Small Icon:

Add Small lcon

Wl show icon on tooltip

[Ishow icon on calendar (Requires a small icon)

Ml Active

5. Edit the event icon as needed:

* You can edit thetitle.

* You can click removeto remove the large icon and replace it with another. (See“To
add alarge eventicon’.)

* You can click remove to remove the small icon and replace it another. (See “To add
asmall eventicon”.)

* Youcan select or clear the Show icon on tooltip option and the Show icon on calendar
option.

6. Click Save to save the edited event icon in Master Calendar.

To delete an event icon

You can delete an active or an inactive event icon. If you delete an active event icon, the
event icon is deleted for all past and current event; however, the URL remains associated
with the events. Going forward, the event icon in its entirety—icon and URL—is not
available for use.

1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Icons.

The Manage Event |cons page opens. The Active tab is the opened tab. All currently
activeevent iconsin Master Calendar are displayed on thistab. See Figure 3-111.

Master Calendar Setup Guide 125



Configuring Optional Information

Figure 3-111: Manage Event Icons page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

B

Event Icons

| Title « Large Icon Small Icon
O Accepted Entry o
O Skype Available [S)
O Video Event »

2. If needed, click the Inactive tab to open it.
3. Select the event icons that you are deleting.

To select all event icons on the currently opened page for deletion in a single step,
select Title. If you have multiple pages of event icons to delete, you must repeat
this entire process on each page.

4. Under Actions, click Delete.

A message opens asking you if you are sure that you want to delete all the selected event
icons.

5. Click OK in the message.

A message opens indicating that al the selected event icons were successfully deleted.
6. Click OK inthe message.

The Active tab or Inactive tab is updated to reflect the deletion of the event icons.

To view the history for an event icon

126

Thehistory for an event icon consists of the original creation date of the event icon, the name
of the user who created the event icon, the |ast date that the event icon was edited, and the
name of the user who last edited the event icon. You can view the history for both active or
inactive event icons.

1. Under the Admin Panel main menu option, point to Configuration, and then click Event
Icons.

The Manage Event Icons page opens. The Active tab is the opened tab. All currently
active event iconsin Master Calendar are displayed on thistab. See Figure 3-112.
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Figure 3-112: Manage Event Icons page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Event Icons

O Title « Large Icon Small lcon
O Accepted Entry o
O Skype Available [S)
O Video Event »

2. If needed, click the Inactive tab to open it.

3. Select the event icon for which you are viewing the history.
4. Under Actions, click Edit.

The Add Event Icon page opens. The Detailstab is the opened tab.

Figure 3-113: Details tab

Admin Calendar Submit Event My Account Help

Title:®

|\u'icleo Event |
Large Icon:

LargeVideoEventindicator png remove

Small Icon:

Add Small lcon

Wl show icon on tooltip

[Ishow icon on calendar (Requires a small icon)

Ml Active

5. Click the History tab to open it and view the history for the selected event icon.

Figure 3-114: Add Event Icon, History tab

Admin Calendar Submit Event My Account Help

Created Date: 7/5/2013 2:47 PM
Created By: Technical Writer
Updated Date: 5/8/2013 10:19 AM
Updated By: Technical Writer

Master Calendar Setup Guide 127



Configuring Optional Information

Managing Cultures

If you need to add language translation capability for your Master Calendar pages (menu
text, menu options, field labels, and help text), then you must configure cultures. Each
culture represents a foreign language for which you must provide translationsin Master
Calendar. You can also edit the description for a culture, and delete a culture.

To configure a culture

1. Under the Admin Panel main menu option, point to Configuration, and then click
Cultures.
The Manage Cultures page opens. All the cultures that have been selected for trandlation
in Master Calendar are displayed on this page.

Figure 3-115: Manage Cultures page

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Cultures

O Description Culture
O English en-Us
O English (Ireland) en-IE
O English (Malaysia) en-MY

2. Under Actions, click Add.

The Culture dialog box opens. The Details tab is the only tab on this dialog box. You use
the options on this tab to name or describe the culture that you are configuring and to
select the appropriate culture (the language into which the menu text, menu items, field
labels, and help text will be translated). The default value is English (United States).

Figure 3-116: Culture dialog box, Details tab

Description:”

Culture:
[Engiish (United States) v
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3. Inthe Description field, enter aname or a phrase that best describes the culture that is
being configured, for example, Spanish (Mexican) for the Spanish (Mexico) culture.
4. Onthe Cultures dropdown list, select the culture.
5. Click Save.
A message opens indicating that the culture was saved.
6. Click OK inthe message.

The message closes and the newly configured culture is displayed on the Manage
Cultures page.

(main menu text and options, including user-defined options) and help text. See
“To enter tranglations for menu text and options” and “ To manage help text in
Master Calendar” . To enter trandations for labels, you must contact
support@emssoftware.com. Also, the guest’s or user’s Browser language must be
set to the appropriate culture (language) to display these tranglations.

@ After you configure a culture, you must manually enter the translations for menus

To edit a culture
You can edit only the description for aculture. If you selected the wrong culture for a culture
description, then you must delete the culture, and add it again.

1. Under the Admin Panel main menu option, point to Configuration, and then click
Cultures.

The Manage Cultures page opens. All the cultures that have been selected for trandation
in Master Calendar are displayed on this page.
Figure 3-117: Manage Cultures page

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Ry ——

Cultures

| Description Culture
O English en-us
O English (Ireland) en-lIe
O English (Malaysia) en-My

2. Select the culture that you are editing.

Master Calendar Setup Guide 129


mailto:support@dea.com?subject=Customer Support Inquiry

Configuring Optional Information

3. Under Actions, click Edit.

The Culture dialog box opens. The Details tab is the opened tab. Thetab lists the
selected culture and its description. Only the description is editable.

Figure 3-118: Culture dialog box

Description=
[Engiish (ireland)

Culture:
Enghish (Ireland) L¥3

4. Edit the description for the culture.

5. Click Save.
A message opens indicating that the culture was saved.

6. Click OK inthe message.
The message closes and the newly edited cultureis displayed on the Manage Cultures
page.

To delete a culture

1. Under the Admin Panel main menu option, point to Configuration, and then click
Cultures.
The Manage Cultures page opens. All the cultures that have been selected for trandation
in Master Calendar are displayed on this page.

Figure 3-119: Manage Cultures page

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

O Description Culture
O English en-Us
O English (Ireland) en-IE
O English (Malaysia) en-MY
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Select the culture that you are deleting.

3.

To select all cultures on the currently opened page for deletion in a single step,
select Description. If you have multiple pages of culturesto delete, you must
repeat this entire process on each page.

Under Actions, click Delete.

A message opens asking you if you are sure that you want to delete all the selected
cultures.

Click OK in the message.

A message opens indicating that all the selected cultures were successfully deleted.
Click OK in the message.

The Manage Cultures page is updated to reflect the deletion of the cultures.

To view the history for a culture

The history for a culture consists of the original creation date, the name of the user who
created the calendar, the last date that the calendar was edited, and the name of the user who
last edited the calendar.

1

Under the Admin Panel main menu option, point to Configuration, and then click
Cultures.

The Manage Cultures page opens. All the cultures that have been selected for trandlation
in Master Calendar are displayed on this page.

Figure 3-120: Manage Cultures page

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

e

Cultures

| Description Culture
O English en-us
O English (Ireland) en-lIe
O English (Malaysia) en-My

2. Select the culture that you are editing.
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3. Under Actions, click Edit.

The Culture dialog box opens. The Details tab is the opened tab.
Figure 3-121: Culture dialog box

Description:*

[Engiish

Culture:
| Engiish (Ireland) ~

4. Click the History tab to open it and view the history for the selected culture.
Figure 3-122: History tab

‘ Details | History

Created Date: 7/8/2013 10:07 AM
Created By: Rob Turner

Updated Date: 7/8/2013 10:24 AM
Updated By: Technical Writer
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Configuring Special Dates and
Announcements

Managing specia dates and announcementsin Master Calendar consists of avariety of tasks,
including adding, editing, and deleting special dates, adding, editing, and deleting
announcements, importing and purging events, and deleting old data.

This chapter covers the following topics:
* “Managing Specia Dates”
* “Managing Announcements’

“Importing Eventsinto Master Calendar”
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Managing Special Dates

In Master Calendar, a special date is adate that has particular significance or importance to
an organization. A specia date draws attention to a day, rather than to an event that occurson
the day. For example, if you are managing calendars for a university campus, special dates
typically include traditional holidays, first and last day of classes, and so on. A special date
can be displayed on asingle calendar or on multiple calendars. Specia dates are highlighted
with agray circlein aList display and marked with a Star icon + inthe date cell of a
Calendar display. Managing special dates consists of searching for special dates, adding
special dates, editing special dates, and deleting specia dates. You can also add more datesto
arecurring special date.

To search for a special date

Before you add a special date, you might want to carry out a search and confirm that the date
has not already been added. You must also search for any specia date that you want to
modify or delete.

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Special Dates.

The Manage Specia Dates page opens. The Start Dateis set to the current day’s date, but
you can always change this.

Figure 4-1:  Manage Special Dates page

Admin Calendar Submit Event My Account Help

Actions

FIlters) Add | Delete
Special Dates

Start Date: - End Date: . Mo filters currently selactad.
[e/e/2012 Th_ x| | f Calendar Managers | RSS Faeds
Keyword: -

| SE— S eS|
Calendars:*
(Multiple Selected) v

2. Enter the search criteriafor the specia date.

Option Description

Start Date/End Date | Search for events that occur on or after the indicated start date, on or before
the indicated end date, or within the specified date range. Leave these fields
blank to search for all special dates in Master Calendar.

Keyword The search string. The search is limited to the exact order of the characters
in the string; however, the search string is not case-sensitive and the search
string can be found anywhere in the search results. For example, the search
string “mental” returns notifications that contain either Departmental or
Mental Health Department. The keyword is found in the Special Date title.
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Option Description

Calendars A list of all active calendars in Master Calendar. By default, all calendars to
which you have access are selected as the search criteria. You can click the
Lookup icon to open a Calendars list and refine the list of calendars to

search.

3. Click Search.

A list of al special dates that meets all your search criteriais displayed on the Specid
Dates page.

Figure 4-2:  Special Dates search results

Admin Calendar Submit Event My Account Help Welcome: Technical Writer
m Actions

Flitdrs Add | Delete

Start Date: End Date: o .

[Eamoa e 1 P [] First Event « Last Event  Title Notes Calendar

Keyword: D 5/10/2013 Fri 12/13/2013 Fri Chemistry Recitation Just for Seniors in the Chemistry Honors Program Arts & Culture

r’:| [] 8/12/2013 Mon 8/12/2013 Man Chemistry Recitation Chemistry Students

Calendars:* D 8/19/2013 Mon 8/19/2013 Mon First Day of Classes, Fall 3013 For Primary Campus ©n Multiple Calendars

’ D 8/22/2013 Thu 8/22/2013 Thu Beaver Creek USPCC Stage ‘One time special date Part IT ©n Multiple Calendars

[] 8/23/2013 Fri B/23/2013 Fri USA Pro Cycling Challenge Vail Time Trial ©n Multiple Calendars
[] 8/28/2013 Wed B/28/2013 Wed Senior Chemistry Major Project ©n Multiple Calendars
[[] 8/25/2013 Thu 8/25/2013 Thu Senior Chemistry Major Project Only for graduating chemistry major seniors in th ©n Multiple Calendars
[] 9/2/2013 Man 5/2/2013 Man Labor Day Campus closed. ©n Multiple Calendars
D 10/11/2013 Fri 10/11/2013 Fri OU Texas Football Weekend ‘Campus Closed starting at 10:30 am. Dorms open fo  On Multiple Calendars
D 10/18/2013 Fri 10/18/2013 Fri Fall Frenzy Friday Fall Break. Campus closed. ©n Multiple Calendars

M ez o D

To add a special date

136

Rather than creating new special dates, if you are an EMS customer, then you can

@ use the Data Sources function in Master Calendar to import your special dates
fromyour EMSapplication into Master Calendar. See “ Managing Data
Sources’.

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Specia Dates.

The Manage Special Dates page opens. The Start Date is set to the current day’s date, but
you can always change this.

Figure 4-3:  Manage Special Dates page

Admin Calendar Submit Event My Account Help
P Actions
Flitsrs Add | Delete

Start Date: End Date: Special Dates

Mo filters currently selactad.

[e/e/2012 Th_ x| | f Calendar Managers | RSS Faeds

Keyword:

Foweared oy

Calendars:*

(Multiple Selected) v
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2. Under Actions, click Add.

The Add Special Dates page opens. You use this page to add the information for the
specia date.

Figure 4-4:  Add Special Dates page

Admin Calendar Submit Event My Account Help

General Info

Title:*

Calendars:*

MNotes:

|7

Start Date:*

S
8/B/2013 Thu Recurrence
o

3. Add theinformation for the special date.

Field Description
Title The title or name of the special date.
Calendars A list of all active calendars to which you have access as a Calendar Manager.

Click the Lookup icon to open the Calendars dialog box and select the
calendars to which you are adding the special date.

Notes Any special information that you want associated with the special date. Notes
are displayed next to the special date title on calendar lists and in calendar
date cells.

Dates The date for the special date. The date can be a one-time date, or the date can

be recurring. If the date is recurring, click Recurrence to open the Recurrence
dialog box and specify the information for the recurring date.

Note: Make sure to click Apply Recurrence in this dialog box after you have
completed the recurrence information.

Figure 4-5:  Recurrence dialog box

Recurrance Pattern

O paily ® weekly O Monthly O Random

Recur every [1|week(s) on:
| ISt il Intortar | Iiiedyit] |sverieccioy i) Thirsde L |rrdey L | Sty

Range of Recurrence
Start Date:

"

®) End after: E| occurrenca(s)
-

o —
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4. Click Add.

The Special Date Summary page opens. The page now has three tabs (All, Current, and
Historical) and a Special Date Details section. The All tab is the opened tab. The Special
Date Details sections shows the Event ID, title, and font color for the newly added
special date.

» TheAll tab shows all occurrences of the special date that you just added. (The
information that is displayed on thistab is the combined information from the
Current tab and the Historical tab.)

»  The Current tab shows the recurring dates for the special date that you just added
going forward from the current day’s date.

» TheHistorical tab shows the recurring dates for the specia date that you just added
that have already posted.

Figure 4-6:  Special Date Summary page, All tab

Admin Calendar Submit Event My Account Help Welcome: Technical Writer

Back to Manage Special Data:

peu'al ate e[ails

Special EventId 114 Edit Special Date
Title Thanksgiving 1/2 Day Break Add Special Dates
“ant Color #000000

Special Dates

Actions Event Date “ Title Notes Calendar
G 11/20/2013 Wed Thanksgiving 1/2 Day Break Campus Activites

To edit a special date

You can edit a one time specia date, arecurring special date, or a single instance of a
recurring special date. To edit thetitle and calendars for a special date, you must use the Edit
Special Date option. To edit the title, notes, and the date itself, you must use the Edit icon.

To edit the title and calendar for a special date

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Specia Dates.

The Manage Special Dates page opens.
Figure 4-7:  Manage Special Dates page

Admin Calendar Submit Event My Account Help
F Actions
I Add | Delete

Special Dates

Start Date: End Date: Mo filters currently selactad.
[e/e/2012 Th_ x| | f Calendar Managers | RSS Faeds
Keyword:
| sy 2 Akl
Calendars:*
(Multiple Selected) ~ |/

138 Master Calendar Setup Guide



Configuring Special Dates and Announcements

»

Search for the specia date. See “To search for a special date’.

98]

Click on the title of the special date that you are editing.

The Special Date Summary page opens. The page now has three tabs (All, Current, and
Historical) and a Details section. The All tab is the opened tab.

Figure 4-8:  Special Date Summary page, All tab

Admin Calendar Submit Event My Account Help Welcome: Technical Write|

Back to Manage Spacial Di
pecial Date Details

Special Event Id 114 Edit Special Da
Title Thanksgiving 1/2 Day Break Add Special Da
Font Color #000000

Special Dates
Actions Event Date - Title Notes Calendar
GO 11/20/2013 Wed Thanksgiving 1/2 Day Break Campus Aclivites

4. 1If needed, click the Current or Historical tab to open it.
5. Click Edit Specia Date.
The Edit Specia Date page opens.
Figure 4-9:  Edit Special Date page (from Edit Special Date option)

Admin Calendar Submit Event My Account Help

General Info

Title:*
|Thanksgiv'|ng 1/2 Day Break |

Calendars:®

Campus Activites v|

6. Edit thetitle and/or the calendars or any combination of thisinformation for the special
date as needed.

Field Description
Title The title or name of the special date.
Calendars A list of all active calendars to which you have access as Calendar

Manager. Click the Lookup icon to open the Calendars dialog box and
select the calendars to which you are adding the special date.

7. Click Save to save the edited specia date in Master Calendar.
8. Toreturn to the Manage Special Dates page, click Back to Manage Special Dates.
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To edit the title, notes, and date for a special date

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Special Dates.

The Manage Special Dates page opens.
Figure 4-10: Manage Special Dates page
[ Riters 0 W

Add | Delete
Special Dates

Start Date: End Date: Mo filters currently selectad.
[erarz013 Tha x| f Calendar Managers | RSS Feeds
Keyword: =

| S S oS |
Calendars:*
(Multiple Selected) v

N

Search for the specia date. See “To search for a special date”.

W

Click on thetitle of the special date that you are editing.

The Special Date Summary page opens. The page now has three tabs (All, Current, and
Historical) and a Details section. The All tab is the opened tab.

Figure 4-11: Special Date Summary page, All tab

Admin Calendar Submit Event My Account Help Welcome: Technical Write|

Back to Manage Special Di
pedial Date Details

Special Event Id 114 Edit Special Da

Title Thanksgiving 1/2 Day Brazk Add Special Da
Font Color #000000
Special Dates
Actions Event Date = Title Notes Calendar
E Y] 11/20/2013 Wed Thanksgiving 1/2 Day Break Campus Activites

4. If needed, open the Current tab or the Historical tab.

140 Master Calendar Setup Guide



Configuring Special Dates and Announcements

5. Click the Editicon %@ next to the special date that you are editing.
The Edit Specia Date page opens.

Figure 4-12: Edit Special Date page (from the Edit icon)

Admin Calendar Submit Event My Account Help
Titls

Start Date:*

(/2072013 wed |
(=-ll=a)
6. Edit thetitle, notes, date, or any combination of thisinformation for the special date as
needed.
Field Description

Title The title or name of the special date.

Notes Any special information that you want associated with the special date.
Notes can be displayed next to the special date title on calendar lists
and in calendar date cells.

Start Date The start date for the special date.

7. Click Saveto save the edited occurrence of the special date in Master Calendar.
8. Toreturn to the Manage Special Dates page, click Back to Manage Special Dates.

To add more dates to a special date

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Specia Dates.

The Manage Special Dates page opens.
Figure 4-13: Manage Special Dates page

Admin Calendar Submit Event My Account Help

P Actions
+ & Add | Delete
Start Date: End Date: Special Dates

Mo filters currently selactad.
[ereizoiz Tha x| i

Calendar Managers | RSS Feeds

| Fowered oy {ems}
Calendars:*
(Multiple Selected) ~ |/

Keyword:
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2. Search for the special date. See “To search for a special date”.

3. Click on thetitle of the specia date that you are editing.
The Special Date Summary page opens. The page now has three tabs (All, Current, and
Historical) and a Details section. The All tab is the opened tab.

Figure 4-14: Special Date Summary page, All tab

Admin Calendar Submit Event My Account Help Welcome: Technical Writer

Back to Manage Special Data:

pecial Date Details

3pecial Event Id 114 Edit Special Date
Title Thanksgiving 1/2 Day Break Add Special Dates
“ant Color #000000

Special Dates
Actions. Event Date * Title Notes Calendar
Gm 11/20/2013 Wed Thanksgiving 1/2 Day Break Campus Activites

4. If needed, open the Current tab or the Historical tab.
5. Click Add Special Dates.

The Add Special Date page opens.
Figure 4-15: Add Special Date page

Admin Calendar Submit Event My Account Help

Title:*
[Thanksgiving 1/2 Day Break ]

Calendars:™
Campus Activites ~

HNotes:

Start Date:*

- s
11/20/2013 Wed

6. Select the new date that isto be added to the existing special date.

Depending on the date that you add, the new date is displayed on either the
Current tab or the Historical tab. It is always displayed on the All tab.

7. Optionaly, edit the title, the notes, or both as needed for the new dates.

Field Description

Title The title or name of the special date.

Dates The date for the special date.

8. Click Save to save the edited occurrence of the special date in Master Calendar.
9. To return to the Manage Special Dates page, click Back to Manage Special Dates.
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To delete a special date

You can delete a one time special date, or you can delete al instances of arecurring special
date in asingle step. You can also delete asingle instance of arecurring special date.

To delete a one time special date or a recurring special date
(series)

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Special Dates.

The Manage Special Dates page opens.
Figure 4-16: Manage Special Dates page

Admin Calendar Submit Event My Account Help

Actions

FIlters) Add | Delete
Special Dates

Start Date: - End Date: - Mo filters currently selactad.
[e/e/2012 Th_ x| | f Calendar Managers | RSS Faeds
Keyword: —

| e zy 70 kil
Calendars:*
(Multiple Selected) v

2. Search for the special date. See “To search for a special date”.
3. Select the specia datesthat you are deleting.

To select all special dates on the currently opened page for deletionin a single
step, select First Event. If you have multiple pages of special datesto delete, you
must repeat this entire process on each page.
4. Under Actions, click Delete.
A message opens asking you if you are sure that you want to delete all selected dates.
5. Click OK in the message.
A message opensindicating that all selected dates were deleted.
6. Click OK inthe message.

The special dates are deleted and the Manage Special Dates page is updated to show the
remaining, if any, special dates.

7. Toreturn to the Manage Special Dates page, click Back to Manage Special Dates.
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To delete a single instance of a recurring special date

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Special Dates.

The Manage Special Dates page opens.
Figure 4-17: Manage Special Dates page

Admin Calendar Submit Event My Account Help
L Fiters i
Add | Delete

Special Dates
Mo filters currently selactad.
[erarz013 Tha x| f Calendar Managers | RSS Feeds

Keyword:
| ey 1 i

Start Date: End Date:

Calendars:*

(Multiple Selected) v

2. Search for the special date. See “To search for a special date”.

3. Click on thetitle of the recurring special date for which you are deleting dates.
The Special Date Summary page opens. The All tab is the opened tab.

Figure 4-18: Special Date Summary page, All tab

Admin Calendar Submit Event My Account Help

secial Event Id 114
tle Thanksgiving 1/2 Day Break
ant Color #000000

e
Special Dates

Actions Event Date « Title Notes
LN 11/20/2013 Wed Thanksgiving 1/2 Day Break

4. If needed, open the Current tab or the Historical tab.

5. Click the Deleteicon ffj next to the single instance of the recurring date that you are
deleting.

A message opens asking you if you are sure that you want to del ete the selected date.
6. Click OK inthe message.

The selected date is deleted and no longer is displayed on its corresponding tab (All,
Current, or Historical).

7. Click Save to save the deletion of the date instance in Master Calendar.
8. Toreturn to the Manage Special Dates page, click Back to Manage Special Dates.
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Managing Announcements

An announcement in Master Calendar is a message that is broadcast across the top of the
Master Calendar Home page. You might want to use an announcement to call special
attention to an event or events on acalendar. For example, if you are managing calendars for
auniversity campus, and one of the calendersis used for invited speaker events, you might
want to have an announcement at the top of the Home page that emphasizes when a
particularly prominent speaker will be on campus. When you configure an announcement,
you can indicate if the announcement isto be displayed asan alert. An aertisan
announcement that is marked with a special Alert icon B to emphasize the importance or
criticality of the announcement. Managing announcements consists of adding
announcements, activating and inactivating announcements, editing announcements, and
deleting announcements. You can aso view the history for an announcement.

To add an announcement
1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Announcements.

The Manage Announcements page opens. The Active tab isthe opened tab. All currently
active announcements in Master Calendar are displayed on this tab.

Figure 4-19: Manage Announcements page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

B
. Amouncemems __________________|

Announcements
[] Title « Start End Description
Date Date
[] Campus 12/5/2012  12/5/2012 The Campus has been closed due to overnight snow storm!
Closed
[] Greenworks 5/8/2013  5/8/2013  Join your peers at City Park on Monday to celebrate the one year anniversary of
Rally our successful Greenworks program!
[] Happy 12/6/2013  12/6/2013 Department of Chemistry, Faculty/Staff Holiday Party, Friday, December 13,
Holidays 2013
[ Senior 8M6/2013  8/M18/2013  Senior recitals this weekend. Buy tickets now before it is too late.
Recitals
[] Wedding 7/1/2013  7/31/2013 Engagements and marriages are reported in the Weddings/Celebrations pages
Submission in the Sunday Style section of the Denver Post. To submit news of your
Rules engagement or wedding to the Denver Post, go to

www.denverpost.com/wedding_announcements to access the form t
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2. Under Actions, click Add.

The Add Announcement page opens. The Detailstab is the only tab on this page. You
use the options on thistab to add the information for the new announcement.

Figure 4-20: Add Announcement page, Details tab

Admin Calendar Submit Event My Account Help

Title:”
| |

Description:

Start Date:*
I
End Date:*

¥

[IDisplay as Alert

3. Add theinformation for the announcement.

Field Description
Title The title or name of the announcement.
Description A description of the event.
Start Date/End Date The first date that you want the announcement to be displayed at the

top of the Master Calendar Home page and the last date that you want
the announcement to be displayed at the top of the Master Calendar
Home page.

Display as Alert Select this option if the announcement is to be displayed as an alert at
the top of the Master Calendar Home page.

4. Click Save.

The announcement is added to Master Calendar as an active announcement.
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To activate an announcement
1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Announcements.

The Manage Announcements page opens. The Active tab isthe opened tab. All currently
active announcements in Master Calendar are displayed on this tab.

Figure 4-21: Manage Announcements page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Announcements
[] Title = Start End Description
Date Date
[] Campus 12/5/2012  12/5/2012 The Campus has been closed due to overnight snow storm!
Closed
[] Greenworks 5/8/2013  5/8/2013  Join your peers at City Park on Monday to celebrate the one year anniversary of
Rally our successful Greenworks program!
[] Happy 12/6/2013  12/6/2013 Department of Chemistry, Faculty/Staff Holiday Party, Friday, December 13,
Holidays 2013
[ Senior 8M6/2013  8/M18/2013  Senior recitals this weekend. Buy tickets now before it is too late.
Recitals
[] Wedding 7/1/2013  7/31/2013 Engagements and marriages are reported in the Weddings/Celebrations pages
Submission in the Sunday Style section of the Denver Post. To submit news of your
Rules engagement or wedding to the Denver Post, go to

www.denverpost.com/wedding_announcements to access the form t

2. Click the Inactive tab to openit.
All currently inactive announcements in Master Calendar are displayed on thistab.

Figure 4-22: Manage Announcements page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Announcements

[] Title = Start End Description
Date Date

[ Class Registration 6/26/2013  8/31/2013  Don't forget class registration for the term starts on the 15th.

[] Green Country Soccer — 2/3/2014  7/25/2014  The 30th Annual Green Country Soccer Association sign up for
Association Spring Sign Spring, 2014.
Up

[] Tour De France Watch ~ 6/29/2013  7/31/2013  The 17th Annual Team Pump Friction Tour De France Watch Party,
Party nightly 6 to 9 pm. Downtown Breckinridge Brewery, 6-9 pm, Sunday,

July 29th through Sunday, July 20th.

3. Select the announcement that you are activating.
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4. Under Actions, click Edit.

The Add Announcement page open. The Detailstab isthe opened tab. The tab showsthe
title, description, and start and end dates for the announcement. The Active option is not
selected.

Figure 4-23: Add Announcement page, Details tab, Inactive announcement

Admin Calendar Submit Event My Account Help

Title:”

|Green Country Soccer Association Spring|

Description:
The 30th Annual Green Country Soccer Association sign up for Spring, 2014,

Start Date:™
At}
End Date:*

Fasmrri
[IDisplay as Alert
O Active

5. Select Active.
6. Click Save.

The announcement is activated and is displayed on the Active tab on the Manage
Announcements page.

Figure 4-24: Manage Announcements page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

[] Title = Start End Description
Date Date
[] Campus Closed _12/5/2012  12/5/2012__ The Campus has been closed due to overnight snow storm!
[ Green Country  2/3/2014 7/25/2014  The 30th Annual Green Country Soccer Association sign up for Spring, 2014.
Soccer
Association
Spring Sign Up
[] Greenworks 5/8/2013  5/8/2013  Join your peers at City Park on Monday to celebrate the one year anniversary

Rally of our successful Greenworks program!
[] Happy Holidays 12/6/2013 12/6/2013  Department of Chemistry, Faculty/Staff Holiday Party, Friday, December 13,
2013
[] Senior Recitals ~ 8/16/2013  818/2013  Senior recitals this weekend. Buy tickets now before it is too late.
] Wedding 7/4/2013  7/31/2013  Engagements and marriages are reported in the Weddings/Celebrations
Submission pages in the Sunday Style section of the Denver Post. To submit news of your
Rules engagement ar wedding to the Denver Post, go to

www.denverpost.com/weddina announcements to access the form t
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To inactivate an announcement

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then

click Announcements.

The Manage Announcements page opens. The Active tab isthe opened tab. All currently
active announcements in Master Calendar are displayed on this tab.

Figure 4-25: Manage Announcements page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Announcements

O] Title ~ start
Date
O] Campus Closed 12/5/2012
[] Green Country ~ 2/3/2014
Soccer
Association
Spring Sign Up
[ Greenworks 5/8/2013
Rally
[ Happy Holidays  12/6/2013

[ Senior Recitals ~ 8/16/2013

[ Wedding 7M1/2013
Submission
Rules

End
Date

12/5/2012
7/25/2014

5/8/2013

12/6/2013

8/18/2013
713112013

Description

The Campus has been closed due to ovemnight snow storm!
The 30th Annual Green Country Soccer Association sign up for Spring, 2014.

Join your peers at City Park on Monday to celebrate the one year anniversary
of our successful Greenworks program!

Depariment of Chemistry, Faculty/Staff Holiday Parly, Friday, December 13,
2013

Senior recitals this weekend. Buy tickets now before it is too late.
Engagements and marriages are reported in the Weddings/Celebrations
pages in the Sunday Style section of the Denver Post. To submit news of your
engagement or wedding to the Denver Post, go to
www.denverpost.com/wedding_announcements to access the form t

2. Select the announcement that you are inactivating.
3. Under Actions, click Edit.

The Add Manage Announcements page opens. The Details tab is the opened tab.

Figure 4-26: Add Announcement page, Details tab, Active announcement

Admin Calendar Submit Event My Account Help

Title:”

|Green Country Soccer Association Spring|

Description:

The 30th Annual Green Country Soccer Association sign up for Spring, 2014,

Start Date:™

it
2/3/2014 Mon

End Date:*

g
[IDisplay as Alert

Wl Active
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4. Clear the Active option.
5. Click Save.

The announcement is inactivated and is displayed on the Inactive tab on the Manage
Announcements page. The announcement is also removed the Master Calendar Home

page.

Figure 4-27: Manage Announcements page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Announcements

O] Title ~ start End Description
Date Date

[ Green Country Soccer — 2/3/2014  7/25/2014 The 30th Annual Green Country Soccer Association sign up for
Association Spring Sign Spring, 2014.
lip
[] Tour De France Watch ~ 6/29/2013  7/31/2013  The 17th Annual Team Pump Friction Tour De France Watch Party,
Party nightly 6 to 9@ pm. Downtown Breckinridge Brewery, 6-9 pm, Sunday,
July 29th through Sunday, July 20th.

To edit the information for an announcement

150

You can edit thetitle, description, or the start and end dates, or any combination of this
information for an announcement. You can edit this information for both active and inactive
announcements.

=

Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Announcements.

The Manage Announcements page opens. The Active tab isthe opened tab. All currently
active announcements in Master Calendar are displayed on this tab.

Figure 4-28: Manage Announcements page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Announcements
[] Title « Start End Description
Date Date
[] Campus 12/5/2012  12/5/2012  The Campus has been closed due to overnight snow storm!
Closed
[] Greenworks 5/8/2013  5/8/2013  Join your peers at City Park on Monday to celebrate the one year anniversary of
Rally our successful Greenworks program!
[] Happy 12/6/2013  12/6/2013 Department of Chemistry, Faculty/Staff Holiday Party, Friday, December 13,
Holidays 2013
[ Senior 8M6/2013  8/M18/2013  Senior recitals this weekend. Buy tickets now before it is too late.
Recitals
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2. If needed, click the Inactive tab to open it.
3. Select the announcement for which you are editing the information.
4. Under Actions, click Edit.

The Add Announcements page opens. The Detailstab is the opened tab. The tab shows
thetitle, description, and start and end dates for the announcement.

Figure 4-29: Add Announcement page, Details tab

Admin Calendar Submit Event My Account Help
e

Title:”
|Green Country Soccer Association Spring|

Description:
The 30th Annual Green Country Soccer Association sign up for Spring, 2014,

Start Date:™

i
2/3/2014 Mon

End Date:*

Fasmorr
[IDisplay as Alert
O Active

5. Edit thetitle, description, or the start and end dates, or any combination of this
information for the announcement as needed.

6. Click Save to save the edited announcement in Master Calendar.

To delete an announcement

You can delete both active and inactive announcements.

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Announcements.

The Manage Announcements page opens. The Active tab isthe opened tab. All currently
active announcements in Master Calendar are displayed on thistab. See Figure 4-30.
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Figure 4-30: Manage Announcements page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

2.
3.

Announcements
[] Title « Start End Description
Date Date
[] Campus 12/5/2012  12/5/2012 The Campus has been closed due to overnight snow storm!
Closed
[] Greenworks 5/8/2013  5/8/2013  Join your peers at City Park on Monday to celebrate the one year anniversary of
Rally our successful Greenworks program!
[] Happy 12/6/2013  12/6/2013 Department of Chemistry, Faculty/Staff Holiday Party, Friday, December 13,
Holidays 2013
[ Senior 8M6/2013  8/M18/2013  Senior recitals this weekend. Buy tickets now before it is too late.
Recitals
[] Wedding 7/1/2013  7/31/2013 Engagements and marriages are reported in the Weddings/Celebrations pages
Submission in the Sunday Style section of the Denver Post. To submit news of your
Rules engagement or wedding to the Denver Post, go to

www.denverpost.com/wedding_announcements to access the form t

If needed, click the Inactive tab to open it.

Select the announcement that you are deleting.

4.

o

IS

152

To select all announcements on the currently opened page for deletionin a single
step, select Title. If you have multiple pages of announcements to delete, you must
repeat this entire process on each page.

Under Actions, click Delete.

A message opens, asking you if you are sure that you want to delete all the selected
announcements.

Click OK in the message.

A message opens indicating that all the selected announcements were successfully
deleted.

Click OK in the message.
The Active tab or Inactive tab is updated to reflect the deletion of the announcements.
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To view the history for an announcement

The history for an announcement consists of the original creation date of the announcement,
the name of the user who created the announcement, the last date that the announcement was
edited, and the name of the user who last edited the annoucement.You can view the history
for both active and inactive announcements.

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Announcements.

The Manage Announcements page opens. The Active tab isthe opened tab. All currently
active announcements in Master Calendar are displayed on this tab.

Figure 4-31: Manage Announcements page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

Announcements
[] Title « Start End Description
Date Date
[] Campus 12/5/2012  12/5/2012  The Campus has been closed due to overnight snow storm!
Closed
[] Greenworks 5/8/2013  5/8/2013  Join your peers at City Park on Monday to celebrate the one year anniversary of
Rally our successful Greenworks program!
[] Happy 12/6/2013  12/6/2013 Department of Chemistry, Faculty/Staff Holiday Party, Friday, December 13,
Holidays 2013
[ Senior 8M6/2013  8/M18/2013  Senior recitals this weekend. Buy tickets now before it is too late.

Daritale

2. If needed, click the Inactive tab to open it.
3. Select the announcement for which you are viewing the history.
4. Under Actions, click Edit.

The Add Announcements page opens. The Detailstab is the opened tab.
Figure 4-32: Add Announcement page, Details tab

Title:”
|Green Country Soccer Association Spring|

Description:
The 30th Annual Green Country Soccer Association sign up for Spring, 2014,

Start Date:™
faza
End Date:*

g
[IDisplay as Alert
O Active
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5. Click the History tab to open it and view the history for the selected announcement.
Figure 4-33: Add Announcement page, History tab

Admin Calendar Submit Event My Account Help

Created Date: 7/5/2013 2:59 PM
Created By: Technical Writer
Updated Date: 5/8/2013 10:52 AM
Updated By: Technical Writer
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Importing Events into Master Calendar

You use the Import Events function to import events into Master Calendar. The file that
contains the events can be atab-delimited file that has been created in another system such as
Microsoft Excel or it can be an XML file. You can import atab-delimited file or an XML
fileinto Master Calendar only if it adheresto file specifications that EMS Software has
defined for Master Calendar.

To obtain file specifications and view examples of allowed files, click the Import
file specifications link on the Details tab of the Manage Imports page. To access
thislink, do one of the following:

» Under the Admin Panel main menu option, point to Event and Special Dates,
click Import Events, and then click Add.

» Sdlect animported event, and then click Edit.

Managing imported events consists of importing an event, editing an imported event,
deleting imported events, and purging imported events. You can also view the history for an
imported event.

To import an event
1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Import Events.

The Manage Imports page opens. The Saved tab is the opened tab. All imported files that
were saved in Master Calendar are displayed on thistab.

Figure 4-34: Manage Imports page, Saved tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste | Purge

[] Name = Filename Last Upload
Date
O] Event Import MCINDIUM_Eventimport txt 71122013
6:59:36 AM
] Intramural Activities  MC_IntramuralActivitiesimport txt 7/10/2013
Import 9:13:59 AM
[] LawEventImport  MC_LawEventimport txt 711012013
9:14:27 AM
[ TestIndium Import  MCINDIUM_Eventimport.txt 7122013
Checked 1 7:09:00 AM
[ TestIndium Import  MCINDIUM_Eventimport.txt 7122013
Checking 7:07:35 AM
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2. Under Actions, click Add.

The Add Import page opens. The Detailstab is the only tab on this page. You use the
options on thistab to specify the calendar to which you are importing the external events
and to select the file that you are importing.

Figure 4-35: Add Import page, Details tab

Admin Calendar Submit Event My Account Help

Description:* Import file specifications
| |

Calendars:™

vl

Import File:*

I | Browse._ ..
File Type:
Tab Delimited File ~

[Jsave settings
[IPurge all previous import files.

3. Enter the information for the imported file.

Field Description
Description A description of the file or the information that you are importing.
Calendars A list of all active calendars to which you have access as a Calendar

Manager. Click the Lookup icon to open the Calendars dialog box and
select the calendars to which the information is being imported.

Import File Click Browse to open the Choose File dialog box to browse to and select
the file that is to be imported.
File Type Dropdown list from which you can select one of two options:
¢ Tab delimited file (the default value)
o XML file
Save Settings Optional. Select this value to save the imported file in Master Calendar.
Purge all previous Optional. Select this value to purge all previously imported events that
import file were saved in Master Calendar.
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4. Click Import.
If the import is successful, the information for the import is displayed and if:

* You selected Save Settings, the import is displayed on the Save tab. An automated
email from www.emssoftware.com is sent to the address that you used to log in to
Master Calendar. Theemail istitled “Master Calendar File Import Process’ and the
message statesthat “ The file for the import named < > was successfully imported.”

* Youdid not select Save settings, the import is displayed on the Unsaved tab. An
automated email from www.emssoftware.com is sent to the addressthat you used to
loginto Master Calendar. The email istitled “ Master Calendar File Import Process”
and the message states that “ The file for the import named < > was successfully

Figure 4L§Q0rtﬁ%nage Imports page, Unsaved tab

Admin Calendar Submit Event My Account Help

Actions
Add | Delete

[] Name = Filename Last Upload
Date

[[] Basketball Schedule MC_BasketballSchedule txt 7/10/2013 9:24:22
AM

[] Football Events MC_FootballScheduletxt  7/10/2013 9:23:50
AM

[] Hockey Schedule MC_HockeySchedule.txt TIM0/2013 9:24:45
AM

[] Test Indium Import MCINDIUM_Eventimport.txt 7/12/2013 7:00:19

Checked AM

Otherwise, amessage is displayed at the top of the Manage Imports page indicating that
the import was not successful and details the problems with the file that prevented the
import from being successful. You must correct the problems that are indicated for the
file and carry out the import process again.
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To edit an import file

You can edit an import file only if you saved thefilein Master Calendar.

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Import Events.

The Manage Imports page opens. The Saved tab isthe opened tab. All imported files that
were saved in Master Calendar are displayed on this tab.

Figure 4-37: Manage Imports page, Saved tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste | Purge

L mee ]

Imports
[] Name = Filename Last Upload
Date
O] Event Import MCINDIUM_Eventimport txt 71122013
6:59:36 AM
] Intramural Activities  MC_IntramuralActivitiesimport txt 7/10/2013
Import 9:13:59 AM
[] LawEventImport  MC_LawEventimport txt 711012013
9:14:27 AM

[] Test Indium Import MCINDIUM_Eventimport.txt 7M2/2013

2. Under Actions, click Edit.

The Add Import page opens. The Details tab is the opened tab. You use the options on
this tab to edit the information for the import including its description, the calendars to
which you are importing the external events, the file that isto be used for the import, and
thefile type. You can also indicate whether you want to save this edited import and
whether at the time that you are importing thisfile, you also want to purge all previously
imported files that were saved in Master Calendar.

Figure 4-38: Add Import page, Details tab

Admin Calendar Submit Event My Account Help

3
E |

Description:* Import file specifications

|Law Event Import |

Calendars:™
|Cenler for Law and Society W |,'

Import File:*

I | Browse...
File Type:

W save Settings

[JPurge all previous import files.
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3. Click Import.
If the import is successful, the information for the import is displayed and if:

* You selected Save Settings, the import is displayed on the Save tab. An automated
email from www.emssoftware.com is sent to the address that you used to log in to
Master Calendar. Theemail istitled “Master Calendar File Import Process’ and the
message statesthat “ The file for the import named < > was successfully imported.”

* Youdid not select Save settings, the import is displayed on the Unsaved tab. An
automated email from www.emssoftware.com is sent to the addressthat you used to
loginto Master Calendar. The email istitled “Master Calendar File Import Process”
and the message states that “ The file for the import named < > was successfully

Othérrvxﬁgeﬁ,eg'r;lemge isdisplayed at the top of the Manage Imports page indicating that
the import was not successful and details the problems with the file that prevented the
import from being successful. You must correct the problems that are indicated for the
file and carry out the import process again.

To delete an imported event

You can delete both saved and unsaved import files in Master Calendar. When you delete a
saved import file, you are deleting not only the import file, but also, all the events that were
added to the calendars as aresult of the import. When you delete an unsaved import file, you
are not truly deleting afile. Instead, you are smply deleting all the events that were added to
the calendars as a result of the import.

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Import Events.

The Manage Imports page opens. The Saved tab is the opened tab. All imported files that
were saved in Master Calendar are displayed on thistab.

Figure 4-39: Manage Imports page, Saved tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste | Purge

[] Name = Filename Last Upload
Date
O] Event Import MCINDIUM_Eventimport txt 71122013
6:59:36 AM
] Intramural Activities  MC_IntramuralActivitiesimport txt 7/10/2013
Import 9:13:59 AM
[] LawEventImport  MC_LawEventimport txt 711012013
9:14:27 AM
[ TestIndium Import  MCINDIUM_Eventimport.txt 7122013
Checked 1 7:09:00 AM
[ TestIndium Import  MCINDIUM_Eventimport.txt 7122013
Checking 7:07:35 AM
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2. If needed, click the Unsaved tab to open it.
3. Select theimport files that you are deleting.
To select all imports on the currently opened page for deletion in a single step,
select Description. If you have multiple pages of importsto delete, you must repeat
this entire process on each page.
4. Under Actions, click Delete.
A message opens, asking you if you are sure that you want to delete all the selected
imports.
5. Click OK in the message.
A message opens indicating that all the selected imports were successfully deleted.
6. Click OK inthe message.

The Active tab or Inactive tab is updated to reflect the deletion of the imports.

To purge an imported event

160

You can purge an import file only if you saved the filein Master Calendar.
1. Under the Admin Panel main menu option, point to Events & Special Dates, and then

click Import Events.

The Manage Imports page opens. The Saved tab isthe opened tab. All imported files that
were saved in Master Calendar are displayed on this tab.

Figure 4-40: Manage Imports page, Saved tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste | Purge

[] Name = Filename Last Upload
Date
O] Event Import MCINDIUM_Eventimport txt 71122013
6:59:36 AM
] Intramural Activities  MC_IntramuralActivitiesimport txt 7/10/2013
Import 9:13:59 AM
[] LawEventImport  MC_LawEventimport txt 711012013
9:14:27 AM
[ TestIndium Import  MCINDIUM_Eventimport.txt 7122013
Checked 1 7:09:00 AM
[ TestIndium Import  MCINDIUM_Eventimport.txt 7122013
Checking 7:07:35 AM
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2. Select theimport files that you are purging.

To select all saved import files on the currently opened page for purging in a
single step, select Description. If you have multiple pages of saved import files to
purge, you must repeat this entire process on each page.

3. Under Actions, click Purge.

A message opens, asking you if you are sure that you want to purge all the selected
imports.

4. Click OK inthe message.

A message opens indicating that al the selected imports were successfully purged.
5. Click OK in the message.

The Active tab is updated to reflect the purging of the imports.

To view the history for an import file

The history for an import consists of the original creation date of the import, the name of the
user who created the import, the |ast date that the import was edited, and the name of the user
who last edited the import.You can view the history only for saved imports.

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Import Events.

The Manage Imports page opens. The Saved tab isthe opened tab. All imported files that
were saved in Master Calendar are displayed on this tab.

Figure 4-41: Manage Imports page, Saved tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste | Purge

[] Name = Filename Last Upload
Date
O] Event Import MCINDIUM_Eventimport txt 71122013
6:59:36 AM
] Intramural Activities  MC_IntramuralActivitiesimport txt 7/10/2013
Import 9:13:59 AM
[] LawEventImport  MC_LawEventimport txt 711012013
9:14:27 AM
[ TestIndium Import  MCINDIUM_Eventimport.txt 7122013
Checked 1 7:09:00 AM
[ TestIndium Import  MCINDIUM_Eventimport.txt 7122013
Checking 7:07:35 AM

2. Select the import file for which you are viewing the history.
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3. Under Actions, click Edit.

The Add Import page opens. The Details tab is the opened tab.
Figure 4-42: Add Import page, Details tab

Admin Calendar Submit Event My Account Help

Description:* Import file specifications
|Law Event Import |

Calendars:™
|Cenier for Law and Society v | S

Import File:*

I | Browse...
File Type:

W save Settings
[IPurge all previous import files.

4. Click the History tab to open it and view the history for the selected import.
Figure 4-43: Add Import page, History tab

Admin Calendar Submit Event My Account Help

Created Date: 7/10/2013 9:14 AM
Created By: Technical Writer
Updated Date: 7/10/2013 9:14 AM
Updated By: Technical Writer
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Managing users and templates in Master Calendar consists of avariety of activities,
including searching for, adding, deleting, and adding user record, adding user templates and
assigning permissions and users to the templates, and activating and inactivating user
templates.

This chapter covers the following topics:
e “Managing Users’
e “Managing User Templates’
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Managing Users

A user in Master Calendar is anyone who can log in to Master Calendar and who has a
predefined level of accessto specific calendars. For example, User A has requestor accessto
Calendar A, and view only access to Calendar B, User B has view only accessto all
calendarsin Master Calendar, and so on. The user’srecord that you define specifiesthislevel
of access. Managing usersin Master Calendar consists of searching for users, adding new
users, editing user accounts, activating and inactivating users, and deleting inactive users.
You can also generate a Users report and you can view the history for a user account.

To search for a user

When the Users page first opens, the Active tab is the opened tab. All currently active users
in Master Calendar are displayed on thistab. You can refine thislist of usersbefore you carry
out any work from either tab by searching for users that meet only specific criteria—User
Name, Email, and if applicable, Template Name.

1. Under the Admin Panel main menu option, point to Security, and then click Users.

The Users page opens. The Active tab is the opened tab. All currently active usersin
Master Calendar are displayed on this tab.

Figure 5-1:  Users page, Active tab

Admin Calendar Submit Event My Account Help

Actions

Add | Edit | Print

B ——
User Name] | Emaill | Template Namel |
[] Mame « Email Address Template Name
[0 Moni Black Noni@dea.com Administrator
[0 Peter Kubitz Peter@dea.com Administrator
] Poomima poornima.g@indiumsoft.com Administrator
[0 Rob Turner Rob@dea.com Administrator
[0 Roman Peshkov Roman@dea.com Administrator
[0 RPStandard RPStandard@dea.com Standard
[0 RPStandardCalendarManager RPStandardCalendarManager@dea.com Standard
[0 RPStandardCalendarUser RPStandardCalendarUser@dea.com Standard
[0 RPStandardRequester RPStandardRequester@dea.com Standard
[0 RPStandardViewer RPStandardViewer@dea.com Standard
I{« Page:fs » >I

Calendar Managers | RSS Feeds

2. If needed, click the Inactive tab to open it.
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3. Inthe Search fields at the top of the tab (User Name, Email, Template Name), enter
partial or complete search criteria, and then click Go.

the string is not-case sensitive and it can appear anywhere in the search results.
For example, if you enter “ Rob” as your search string for User Name, search
results can include Robert, Rob, Robertson, Jarrob, and so on.

@ The searchislimited to the exact order of charactersin the search string, however,

A list of all usersthat meets the search criteriais displayed on the tab.

To add a user

1. Under the Admin Panel main menu option, point to Security, and then click Users.

The Users page opens. The Active tab is the opened tab. All currently active usersin
Master Calendar are displayed on thistab.

Figure 5-2:  Users page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Print

User Name] | Emaill | Template Namel |

[] Mame « Email Address Template Name
[0 Moni Black Noni@dea.com Administrator
[0 Peter Kubitz Peter@dea.com Administrator
] Poomima poornima.g@indiumsoft.com Administrator
[0 Rob Turner Rob@dea.com Administrator
[0 Roman Peshkov Roman@dea.com Administrator
[0 RPStandard RPStandard@dea.com Standard
[0 RPStandardCalendarManager RPStandardCalendarManager@dea.com Standard
[0 RPStandardCalendarUser RPStandardCalendarUser@dea.com Standard
[0 RPStandardRequester RPStandardRequester@dea.com Standard
[0 RPStandardViewer RPStandardViewer@dea.com Standard
I{« Page:fs » >I

Calendar Managers | RSS Feeds

2. Under Actions, click Add.

The Add User page opens. The Details tab is the opened tab. You use the options on this
tab to add the information for the user. See Figure 5-3.
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Figure 5-3:  Add User page, Details tab

Admin Calendar Submit Event My Account Help

Detais wons || teoy | ]
| ocors [Pemesins | isoy

Full Name:* Account Type:

[ )

Email* Template:*

| | v

Password:*

| |
Confirm Password:™

| |
|F' hone: |

External Reference:

3. Add theinformation for the new user.

If your organization has purchased the optional Integrated Authentication
module, a Lookup icon is displayed next to the Full Name field. Click thisicon to
open a list of usersin your system and automatically populate these fields.

Field Description
Full Name The full name for the user.
Email The email address for the user.
Password The login password for the user.

Note: The password does not have any special rules.

Confirm Password Re-enter the password exactly as you entered it in the Password field.
Phone The phone number for the user.
External Reference Required only if you have LDAP security. Used to enable single sign-on

through the separately purchased Integrated Authentication module.

If your organization has purchased the optional Integrated Authentication
module, a Lookup icon is displayed next to the Full Name field. Click thisicon to
open alist of usersin your system and automatically populate these fields.
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4. Select the account type for the user - Standard, Template or Administrator.

User Type Description
Standard This is the default value for a user type. You must manually apply
permissions for this type of user.
Template Note: This type of user is available only if you have active templates

defined in Master Calendar. See “Managing User Templates”.

If you select this type of user:

* The Permission tab is initially removed from the page.

« A Template dropdown list opens. You use this list to select the correct
template for the user’s permissions.

Figure 5-4:  Template user options

Account Type:

Template  JNS

Template: ™
"

DA::I::I additional permissions to template user

« Optionally, if you want to add permissions for the user in addition to
the ones that are defined by the selected template, select Add
additional permissions to template user to make the Permissions tab
available again.

Administrator

This type of user (a site administrator) has full access to all calendars in
Master Calendar as well as to all system areas and functions.

5. Do one of the following:

» If theuser isan administrator, or atemplate user who does not have additional
permissions, click Save.
The user is saved as an active user in Master Calendar.

» If theuser isastandard user, or atemplate user to whom you are adding more
permissions, continue to “ To define user permissions”.
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To define user permissions

1. Click the Permissions tab to openit.

A list of al currently active calendars in Master Calendar is displayed on this tab.

Figure 5-5:  Add User page, Permissions tab

Admin Calendar Submit Event My Account Help
It ke

Calendars:

Aris & Culture

Aute Create Buildings ~
Basketball. Women's

Board of Education <
Calendar of Events
Calendar URL check
Campus Activites

Center for Law and Society

Viewer (Read Access):

Requester (Request events with calendar manager approval):

Center for Social Jusfice }

Cenfral Region

Chamber of Commerce

Charter Communicaticns <

Chemistry Students

City Council

DEA

DSCalendar Calendar User (Submit events directly to calendar):
East Coast >

Execufive Trips/Events
Faculty and Siaff Training

Film <

Football Schedule

affd

International

Intramural Sporis Calendar Manager:
Lectures & Seminars >

MHIO70213

MHIE2713

Music Department v <

Never Summer ¢
oo

2. Toindicate the type of access that the user will have to the calendarsin Master Calendar,
select the calendar (CTRL-click to select multiple calendars), and then click the

appropriate Add button p to move the calendars to the access type.

Field Description
Viewer The user can only view events on the calendar.
Requester The user can view events on the calendar and submit events to the

calendar; however, the submitted event is posted only if the Calendar
Manager approves it.

Calendar User

The user can view events on the calendar and submit events to the
calendar and the events are automatically posted without approval by
the Calendar Manager.

Calendar Manager

The user can carry out all administration functions for the calendar (edit
the calendar, create calender URLSs, submit events to the calendar
without approval, add/edit/delete special dates, and so on.)
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If you do not select a calendar for the user, the calendar is considered to be a
private calendar—the user cannot view events on the calendar, submit events to
the calendar, and so on.

3. Click Save.

The user is saved as an active user in Master Calendar.

To activate a user

1. Under the Admin Panel main menu option, point to Security, and then click Users.

The Users page opens. The Active tab is the opened tab. All currently active usersin
Master Calendar are displayed on this tab.

Figure 5-6:  Users page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Print

User Name] | Emaill | Template Namel |

[] Mame « Email Address Template Name
[0 Moni Black Noni@dea.com Administrator
[0 Peter Kubitz Peter@dea.com Administrator
] Poomima poornima.g@indiumsoft.com Administrator
[0 Rob Turner Rob@dea.com Administrator
[0 Roman Peshkov Roman@dea.com Administrator
[0 RPStandard RPStandard@dea.com Standard
[0 RPStandardCalendarManager RPStandardCalendarManager@dea.com Standard
[0 RPStandardCalendarUser RPStandardCalendarUser@dea.com Standard
[0 RPStandardRequester RPStandardRequester@dea.com Standard

2. Click the Inactive tab to openit.
All currently inactive usersin Master Calendar are displayed on thistab.
Figure 5-7:  Users page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delete | Print

User Name] | Emaill | Template Namel |
[1 Name = Email Address Template Name
[0 Jane Doe jane.doe@comcast.net Standard
[0 John Doe j.doe@dea.com Standard
[0 John Q. Public j.q.public@yahoo.com Standard
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3. Select the user that you are activating.

4. Under Actions, click Edit.

The Add User page opens. The Details tab is the opened tab. The Active option is not
selected.

Figure 5-8:  Add User page, Details tab, Inactive user

Admin Calendar Submit Event My Account Help

Full Name:* Account Type:

[Jane Dos =] Standard %

Email:* Template:*

|jane.due@comca5l.nel | W
Password:

| |
Confirm Password:

| |
Phone:

| |
|E)derna| Reference: |

[Cactive

5. Select Active.

6. Click Save.
The user is activated and is displayed on the Active tab on the Users page.

Figure 5-9:  Users page, Active tab

Admin Calendar Submit Event My Account Help

Actions

Add | Edit | Print
User Name] | Emaill | Template Namel |

[] MName « Email Address Template Name
[0  Dustin Smith dustin@dea.com Standard
[0 EdNowak ed@dea.com Administrator
[] Elizabeth Haas Elizabeth@dea.com Administrator

| [] Jane Doe jane doe@comcast net Standard
[0 Jason Shank Jason@dea.com Administrator
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To inactivate a user

1. Under the Admin Panel main menu option, point to Security, and then click Users.

The Users page opens. The Active tab is the opened tab. All currently active usersin
Master Calendar are displayed on this tab.

Figure 5-10: Users page, Active tab

Admin Calendar Submit Event My Account Help

Actions

Add | Edit | Print
User Name] | Emaill | Template Namel |

[] MName « Email Address Template Name

[0  Dustin Smith dustin@dea.com Standard

[0 EdNowak ed@dea.com Administrator

[ Elizabeth Haas Elizabeth@dea.com Administrator

O Jane Doe jane. doe@comcast net Standard

[0 Jason Shank Jason@dea.com Administrator

2. Select the user that you are inactivating.
3. Under Actions, click Edit.

The Add User page opens. The Details tab is the opened tab. The Active option is
selected.

Figure 5-11: Add User page, Details tab, Active user

Admin Calendar Submit Event My Account Help

Full Name:* Account Type:
[Fane Dos <9
Email* Template:*

|jane.due@comca5l.nel | v

Password:

Confirm Password:

| |
Phone:

| |
|E)derna| Reference: |

Wl Active

4. Clear the Active option.
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5. Click Save.
The user isinactivated and is displayed on the Inactive tab on the Users page.

Figure 5-12: Users page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delete | Print

User Name] | Emaill | Template Namel |
[] Name « Email Address Template Name
[0 Jane Doe jane.doe@comcast.net Standard |
] John Doe j.doe@dea.com Standard
[0 John Q. Public j.q.public@yahoo.com Standard

To edit a user

You can edit an account for both active and inactive users. When you edit an account, you
can edit the user name, the email address, the user password, the user type, and any optional
user information such as the user phone number. You can a so edit the user account type and

for astandard user or atemplate user, the user permissions.
1. Under the Admin Panel main menu option, point to Security, and then click Users.

The Users page opens. The Active tab is the opened tab. All currently active usersin
Master Calendar are displayed on this tab.

Figure 5-13: Users page, Active tab

Admin Calendar Submit Event My Account Help

Actions

Add | Edit | Print
User Name] | Emaill | Template Namel |

[] MName « Email Address Template Name

[0  Dustin Smith dustin@dea.com Standard

[0 EdNowak ed@dea.com Administrator

[ Elizabeth Haas Elizabeth@dea.com Administrator

O Jane Doe jane. doe@comcast net Standard

[0 Jason Shank Jason@dea.com Administrator

2. If needed, click the Inactive tab to open it.

3. Select the user whom you are editing.
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4. Under Actions, click Edit.

The Add User page

opens. The Details tab is the opened tab. At a minimum, this tab

shows the user name, the user email, and the user account type. Although the user has
been assigned a password, it does not show the password in either the Password field or
the Confirm Password field.

Figure 5-14: Add User

page, Details tab

Admin Calendar Submit Event My Account Help

N ——

Full Name:™ Account Type:
[pane Doe x|/
Email* Template:*
|jane.due@comcast.net | v
Password:
|
Confirm Password:
|
Phone:
|
External Reference:
| |
Wl Active
5. Edit theinformation as needed for the user.
Field Description
Full Name The full name for the user.
Email The email address for the user.
Password The logon password for the user.

Note: The password does not have any special rules.

Confirm Password

Re-enter the password exactly as you entered it in the Password field.

Phone

The phone number for the user.

External Reference

Required only if you have LDAP security. Used to enable single sign-on
through the separately purchased integrated Authentication module.

Account Type

Standard, Template, or Administrator.
Note: For information about account types, see Template.
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6. If needed, click the Permissionstab to open it.

Figure 5-15: Add User page, Permissions tab

Admin Calendar Submit Event My Account Help

Calendars:

Viewer (Read Access):

Aris & Culture

Aute Create Buildings
Basketball. Women's
Board of Education
Calendar of Events
Calendar URL check
Campus Activites
Center for Law and Society
Center for Social Jusfice
Cenfral Region
Chamber of Commerce
Charter Communications
Chemistry Students

City Council

DEA

DSCalendar

East Coast

Execufive Trips/Events
Faculty and Siaff Training
Film

Football Schedule

gffd

International

Intramural Sporis
Lectures & Seminars
MHIO70213

MHIE2713

Music Department
Never Summer ¢

oo

Requester (Request events with calendar manager approval):

Calendar User (Submit events directly to calendar):

Calendar Manager:

7. Toindicate the type of access that the user will have to the calendars in Master Calendar,
select the calendar (CTRL-click to select multiple calendars), and then click the

appropriate Add button p to move the calendars to the access type. Alternately, to
remove a user's access to a calendar, select the calendar CTRL-click to select multiple

calendars), and then click the appropriate Remove button 4 .

Field Description
Viewer The user can only view events on the calendar.
Requester The user can view events on the calendar and submit events to the

calendar; however, the submitted event is posted only if approved by
the Calendar Manager.

Calendar User

The user can view events on the calendar and submit events to the
calendar and the events are automatically posted without approval by
the Calendar Manager.

Calendar Manager

The user can carry out all administration functions for the calendar (edit
the calendar, create calender URLSs, submit events to the calendar
without approval, add/edit/delete special dates, and so on.)
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If you do not select a calendar for the user, the calendar is considered to be a
private calendar—the user cannot view events on the calendar, submit events to

the calendar, and so on.

8. Click Save to save the edited user record in Master Calendar.

To delete a user

You can delete only inactive users. To delete a currently active user, you must first
inactivate the user. (See “To inactivate a user”.) When you a delete a user, none of the
events that the user has created is deleted.

1. Under the Admin Panel main menu option, point to Security, and then click Users.

The Users page opens. The Active tab is the opened tab. All currently active usersin
Master Calendar are displayed on this tab.

Figure 5-16: Users page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Print

User Name] | Emaill | Template Namel |

[] Mame « Email Address Template Name
[0 Moni Black Noni@dea.com Administrator
[0 Peter Kubitz Peter@dea.com Administrator

2. Click the Inactive tab to openiit.
All currently inactive usersin Master Calendar are displayed on thistab.
Figure 5-17: Users page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delete | Print

User Name] | Emaill | Template Namel |
[1 Name = Email Address Template Name
[0 Jane Doe jane.doe@comcast.net Standard
[0 John Doe j.doe@dea.com Standard
M John Q. Public i.a.oublicc@vahoo.com Standard

Remember, to refine thislist, you can carry out a search for only those users
@ that meet specific search criteria. See” To search for a user”.
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3. Select the user or users whom you are deleting.

To select all userson the currently opened page for deletion in a single step, select
Name. If you have multiple pages of users to delete, you must repeat this entire
process on each page.
4. Under Actions, click Delete.
A message opens asking you if you are sure that you want to delete all the selected users.
5. Click OK in the message.
A message opens indicating that all the selected users were successfully deleted.
6. Click OK inthe message.

The Inactive tab is refreshed to show the remaining, if any, inactive usersin Master
Calendar.

To generate a Users List report

You can generate a Users List report, which lists al the active or inactive users that are
configured in Master Calendar. The report includes the user name, the user email, the user
account type, and the user phone. This report also indicates whether the user isan
Administrator user and it aso lists the templates to which a user has been assigned.

1. Under the Admin Panel main menu option, point to Security, and then click Users.

The Users page opens. The Active tab is the opened tab. All currently active usersin
Master Calendar are displayed on this tab.

Figure 5-18: Users page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Print

User Name] | Emaill | Template Namel |

[] Mame « Email Address Template Name
[0 Moni Black Noni@dea.com Administrator
[0 Peter Kubitz Peter@dea.com Administrator
] Poomima poornima.g@indiumsoft.com Administrator
[0 Rob Turner Rob@dea.com Administrator
[0 Roman Peshkov Roman@dea.com Administrator
[0 RPStandard RPStandard@dea.com Standard

[0 RPStandardCalendarManager RPStandardCalendarManager@dea.com Standard

[0 RPStandardCalendarUser RPStandardCalendarUser@dea.com Standard
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2. Do one of thefollowing:

» If youaregenerating aUsersList report for all active usersin your Master Calendar,
under Actions, click Print.

» If you are generating a Users List report for all inactive usersin Master Calendar,
click the Inactive tab to open it, and then under Actions, click Print.

An onscreen preview of the User List report opensin its own window. A variety of
options are available from this preview, including (from left to right at the top of the
onscreen preview) the options to search the report results, print the report in its
entirety, print the currently displayed report page, and export the report to afile and
savethefile.

PDF isthe default format for exporting to a file. Other allowed formats are XIs,
Xlsx, Rtf, Mnt, Text, Image, and Csv.

Figure 5-19: Onscreen preview for a Users List report

(& User Report - Windows Internet Explorer S | B |
[ 8 http:/fwww.dea.com/MCTW/ UserRpt.asprlsActive=08&iName= BEmail- &TemplateName= [&]
& ] 9 Page 1 of [2 > Gl =] & pdf
EMS Master Calendar Demo User Report
Name Email AcouniType Administrator _ Template Phone
Admin Admin@deacom Administrator True
Andrew Schuetz andrew@dea com Administrator True EE - 303-740-4854 0
Bryan Peck Bryan@dea.com Administrator True x828
Brvan bryan. @deace Administrator True %843
m
Cadel Evans cadelevans@BMCRacing omppate False Sports template
com.au
Permission Type:  Calendar(s):
Viewer:
Requestor:
Calendar User: Seals Swim Team, Intramural Sports, Cycling Club, Gids Youth Soccer
Calendar Manager:
Chris Meyers Chris Meyers@deacom  Administrator True EE - 303-740-4842 0
Christopher R Meyers gtman12@gmail.com Administeator True gtman12@gmail
com
Dan Hurey Dan Hurdey@deacom  Administrator True S . 303-850-2628 0
Eileen Evans cileena@dea com Standard False
Permission Type:  Calendar(s):
Viewer:
Requestor: =
Dene & Internet | Protected Mode: Off fa v H100% ~

178 Master Calendar Setup Guide



Configuring Users and Templates

To view the history for a user

The history for a user consists of the original creation date of the user, the name of the user
who created the user, the last date that the user was edited, and the name of the user who last
edited the user record. You can view the history for both active and inactive users.

1. Under the Admin Panel main menu option, point to Security, and then click Users.

The Users page opens. The Active tab is the opened tab. All currently active usersin
Master Calendar are displayed on this tab.

Figure 5-20: Users page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Print

User Name] | Emaill | Template Namel |

[] Mame « Email Address Template Name
[0 Moni Black Noni@dea.com Administrator
[0 Peter Kubitz Peter@dea.com Administrator
] Poomima poornima.g@indiumsoft.com Administrator

2. If needed, click the Inactive tab to open it.

Select the user for whom you are viewing the history.
4. Under Actions, select Edit.

The Add User page opens. The Details tab is the opened tab.
Figure 5-21: Add User page, Details tab

Admin Calendar Submit Event My Account Help

Full Name:* Account Type:

[bane Dos =] Standard %
Email:* Template:*

|jan e.doei@comcast.net |

Password:

Confirm Password:

Phone:

External Reference:
| |

Wl Active
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5. Click the History tab to open it and view the history for the selected user.
Figure 5-22: Add User page, History tab

Admin Calendar Submit Event My Account Help

Created Date: 5/5/2013 11:25 AM
Created By: Technical Writer
Updated Date: 5/8/2013 11:29 AM
Updated By: Technical Writer

180 Master Calendar Setup Guide



Configuring Users and Templates

Managing User Templates

A user template contains a set of calendar permissions. For example, Template A specifies
requestor access to Calendar A and view-only access to Calendar B, Template B specifies
view-only accessto al calendarsin Master Calendar, and so on. User templates are aways
optional. You can apply atemplate to agroup of user accountsin asingle step to simplify the
setup and maintenance of Master Calendar. Managing user templates consists of adding user
templates, specifying template permissions, assigning users to templates, activating and
inactivating templates, editing templates, and deleting templates. You can also generate a
User Templates List report and you can view the history for a user template. In addition, if
your organization has purchased and installed the optional Integrated Authentication
module, you can select LDAP groups for assignment to a user template and you can add
these selected LDAP groups to a user template.

To add a user template
1. Under the Admin Panel main menu option, point to Security, and then click User
Templates.

The Manage Templates page opens. The Active tab is the opened tab. All currently
active user templatesin Master Calendar are displayed on this tab.

Figure 5-23: Manage Templates page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Print

Templates

[] Name = Description

[] Arts and Sciences Calendars Permissions for A&S Calendar users
Template

[] Contract Project Calendar
Template

[] Department of Chemistry Permissions for Dept. of Chem.
Calendars Template calendar users

[] Intramural Calendar Permissions Permissions for Intramural Calendar
Template Event Submitters

2. Under Actions, click Add.

The Add Template page opens. The Template tab is the opened tab. You use the options
on thistab to name the user template and optionally, provide a description for it. See
Figure 5-24.
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Figure 5-24: Add Template page, Template tab

Admin Calendar Submit Event My Account Help

Name:”
| |

Description:

3. After you enter the name for the user template, and optionally, a description for the
template, do one of the following:

» If youwant to specify the permissions for the user template at alater date, click Save
to save the template as an active user template in Master Calendar.

» To specify the permissions for the user template at the time that you are creating the
template, continue to Step 3 for “To specify user template permissions’ below.

To specify user template permissions

1. Under the Admin Panel main menu option, point to Security, and then click User
Templates to open the Manage Templates page.

2. Click on the name of the user template for which you are assigning the permissions.
The Add Template page opens. The Template tab is the opened tab.

Figure 5-25: Add Template page, Template tab

Admin Calendar Submit Event My Account Help

Name:”
| |

Description:

3. Click the Permissions tab to open it. See Figure 5-26.
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Figure 5-26: Add Template page, Permissions tab

Admin Calendar Submit Event My Account Help

Calendars: Viewer (Read Access):
Aris & Culture

Auto Create Buildings A

Basketball, Women's

Board of Education ‘

Calendar of Evenis
Calendar URL check
Campus Activites

Center for Law and Society Requester (Request events with calendar manager approval):
Center for Social Justice »

Cenfral Region

Chamber of Commerce

Charter Communications ‘

Chemistry Students
City Council

DEA

DSCalendar Calendar User (Submit events directly to calendar)
East Coast ’
Executive Trips/Events
Faculty and Staff Training
Film 4
Football Schedule

gffid

International

Intramural Sporis

Lectures & Seminars

MHI070213

MHI62713

Music Department V]

Mever Summer ¢
Fare)

(oo To]

4. Toindicate the type of access that a user with the selected template is to have to the
calendarsin Master Calendar, select the calendar (CTRL-click to select multiple

calendars), and then click appropriate Add button p to move the calendars to the access
type.

Field Description
Viewer Users can only view events on the calendar.
Requester Users can view events on the calendar and submit events to the

calendar; however, the submitted event is posted only if approved by
the Calendar Manager.

Calendar User Users can view events on the calendar and submit events to the
calendar and the events are automatically posted without approval by
the Calendar Manager.

Usersassigned to the sel ected template can still view any calendar that remainsin
@ the Available Calendars column, unless the calendar is defined as a private.

Calendar Manager is not an option when you are defining user templates. It is
@ available only when you are adding or editing a user record.

5. Click Save to save the template as an active template in Master Calendar.
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To assign users to a user template

You can assign users only to an active template.

If your organization has purchased and installed the optional Integrated
Authentication module, you can select LDAP groups for assignment to a
template. See* To select LDAP groups for assignment to a user template” .

1. Under the Admin Panel main menu option, point to Security, and then click User
Templates.

The Manage Templates page opens. The Active tab is the opened tab. All currently
active user templatesin Master Calendar are displayed on this tab.

Figure 5-27: Manage Templates page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Print

Templates

[] Name = Description

[] Arts and Sciences Calendars Permissions for A&S Calendar users
Template

[] Contract Project Calendar
Template

[] Department of Chemistry Permissions for Dept. of Chem.

Pl s Trmmmlata B L

2. Under Actions, click Assign Users.
The Assign Users page opens.
Figure 5-28: Assign Users page

Admin Calendar Submit Event My Account Help

Template:
(all) ~
Search By: Find:
User Name hd | | @
Available: Asszigned:
Assign to Template:*
hd
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3. Enter the search criteria and then click Go to search for the users that you want to assign

to a selected template.

Search Criteria

Results

Default Search Criteria:

Template Field - (all)
All other fields blank

All standard users and all template users (whether they
are currently assigned to a template) who are in Master
Calendar.

Template Field - (unassigned users)
All other fields blank

All users who are currently defined in Master Calendar as
a template user, but are not assigned to a template.

Template Field - A specific template
All other fields left blank

All users who are currently assigned to the selected
template.

Template Field - (all)

Search by User Name or Email
Address

Search criteria in the Find field

All standard users and all template users (whether they
are currently assigned to a template) who are in Master
Calendar and who match the search criteria.

Template Field - (unassigned users)

Search by User Name or Email
Address

Search criteria in the Find field

All users who are currently defined in Master Calendar as
a template user who are not assigned to a template and
who match the search criteria.

Template Field - A specific template

Search by User Name or Email
address

Search criteria in the Find field

All users who are currently assigned to the selected
template and who match the search criteria.

&

The searchislimited to the exact order of charactersin the search string, however,
the string is not case-sensitive and it can appear anywhere in the search results.

For example, if you enter “ Rob” as your search string for User Name, search
results can include Robert, Rob, Robertson, Jarrob, and so on.

4. From the search results, select the user whom you are assigning to a user template

(CTRL-click to select multiple users), and then click Add button p to move the usersto

the Assigned list.

@ To move all the search results in a single step, click the Add All pp button.

5. Onthe Assign to Template dropdown list, select the active template to which you are

assigning the selected users.

6. Click Saveto assign the usersto the selected user template.
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To select LDAP groups for assignment to a user template

The Assign LDAP Groups option is available only if your organization has purchased and
installed the optional Integrated Authentication module. This module allows your

organi zation to use the security group information that is maintained on its own network in
conjunction with the templatesin Master Calendar to set permissionsfor its Master Calendar
users. Before you can assign LDAP groups to a user template, you must select the LDAP
groups that you want to assign.

1. Under the Admin Panel main menu option, point to Security, and then click User
Templates.

The Manage Templates page opens. The Active tab is the opened tab. All currently
active user templatesin Master Calendar are displayed on this tab.

Figure 5-29: Manage Templates page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Print

e [

Templates

[] Name = Description

[] Arts and Sciences Calendars Permissions for A&S Calendar users
Template

[] Contract Project Calendar
Template

[] Department of Chemistry Permissions for Dept. of Chem.
Calendars Template calendar users

[] Intramural Calendar Permissions Permissions for Intramural Calendar
Template Event Submitters

2. Under Actions, click Assign LDAP Groups.

The Assign Security Groups page opens. Any security groups that have been selected for
assignment to a user template are displayed on this tab.

Figure 5-30: Assign Security Groups page

Security Groups:

Developers Add
Domain Users
Consulting
Priority
Move Up ++
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To select a security group, click Add.

The Security Group Lookup dialog box opens. You use this dialog box to search for the
security groups that you want to assign to a user template.

Figure 5-31: Security Group Lookup dialog box

4,

Search By: Grouping:
(A1) ~ @
LDAP Groups:

P

Specify the search criteria for the security groups that you want to assign to atemplate
and then click Go.

@ The search is limited to the exact order of charactersin the search string, and the

string must begin with the information for which you are searching. The string is
not case-sengitive. For example, if you enter “admin” asyour search string for All
groups, “ Administrators’ isreturned in the search results, but DnsAdminsis not.

Search Criteria Results

Default Search Criteria: All LDAP groups that are currently on your network.

Search By (All)
All other fields blank

e Search By (All) All LDAP groups that are currently on your network
- Partial or complete search criteria | and that meet the search criteria.
for grouping name in the grouping
field.
¢ Search By Global Group or All LDAP global groups or universal groups,
Universal Group respectively that are currently on your network.

All other fields blank
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Search Criteria Results
« Search By Global Group or All LDAP global groups or universal groups,
Universal Group respectively that are currently on your network and
« Partial or complete search criteria that meet the search criteria.
for grouping name in the grouping
field.

5. From the search results, select the security group that isto be assigned to a user template
(CTRL-click to select multiple groups), and then click Add to move the groups to the
Security Groups page.

6. When you add a security group to the security groups page, they are added in

alphabetical order and this becomes the default priority for the groups. Do one of the
following:

» Tosavethe security groupsin their default priority order, click Save, click OK inthe
message that the security groups order was saved, and then click Back to returnto the
Templates page.

» To change the priority of the security groups, continue to “ To change the priority of
LDAP security groups’ below.

@ To remove security groups, select the group (CTRL-click to select multiple

7.

groups), and then click Remove.

You can now add the LDAP groups to a user template. See “To add LDAP groupsto a
user template”.

To change the priority of LDAP security groups

If auser existsin multiple LDAP security groups, then the user’s security settings are
assigned based on the LDAP group with the highest priority. For example, if User A is
assigned to both the Billing LDAP group and the Cert Publishers LDAP group, and the
Billing group has a higher priority (that is, it is higher up in the list) than the Cert Publishers
group, then User A’s access security settings are granted based on the Master Calendar
template to which the Cert Publishers group is assigned. To change a group’s priority:

1
2.

Select the group whose priority you want to change.

Click Move Up ++ or Move Down -- as necessary to change the order of the group in the
list.

Click Save, click OK in the message that the security groups order was saved, and then
click Back to return to the Templates page.

You can now add the LDAP groups to a user template. See “To add LDAP groupsto a
user template” below.
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To add LDAP groups to a user template

Before you can add an LDAP group to a user template, you mustsfirst select the
group for assignment to a template. See“ To select LDAP groups for assignment

toa user template” .

1. Under the Admin Panel main menu option, point to Security, and then click User
Templates.

The Manage Templates page opens. The Active tab is the opened tab. All currently
active user templatesin Master Calendar are displayed on this tab.

Figure 5-32: Manage Templates page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Print

Templates

[] Name = Description

[] Arts and Sciences Calendars Permissions for A&S Calendar users
Template

[] Contract Project Calendar
Template

[] Department of Chemistry Permissions for Dept. of Chem.
Calendars Template calendar users

[] Intramural Calendar Permissions Permissions for Intramural Calendar
Template Event Submitters

2. Under Actions, click Add.
The Add Template page opens. The Template tab is the opened tab.
Figure 5-33: Template tab

Admin Calendar Submit Event My Account Help

Name:”
| |

Description:

3. Enter the name for the user template, and optionally, a description for the template.
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4. Click the LDAPtabto openit.

The security groups that you selected to be available for assignment to a user template
are displayed on thistab.

Figure 5-34: Add Template page, LDAP tab

Admin Calendar Submit Event My Account Help
s Wi Tl Wi

Security Groups: Selected Security Groups:
Development

Development Team
CSHelpDask <

5. Fromthe Security Groupslist, select the security group that you are assigning to the user
template that you just added (CTRL-click to select multiple groups), and then click then

click the Add button p to move the selected groups to the Selected Security Groups list.
6. Click Saveto assign the selected LDAP security groups to the user template.
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To activate a user template

1. Under the Admin Panel main menu option, point to Security, and then click User
Templates.
The Manage Templates page opens. The Active tab is the opened tab. All currently
active user templates in Master Calendar are displayed on this tab.

Figure 5-35: Manage Templates page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Print

Templates

[] Name = Description

[] Arts and Sciences Calendars Permissions for A&S Calendar users
Template

[] Contract Project Calendar
Template

[] Department of Chemistry Permissions for Dept. of Chem.
Calendars Template calendar users

[] Intramural Calendar Permissions Permissions for Intramural Calendar
Template Event Submitters

2. Click the Inactive tab to openit.
All currently inactive templatesin Master Calendar are displayed on this tab.

Figure 5-36: Manage Templates page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Delete | Print

Templates

[] Name = Description
[] Demo Template Used for potential MC customers
[] Lab Schedule Testing purposes for setting up lab schedulues

[] MHI Test Template Template used for testing

3. Select the user template that you are activating.
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4. Under Actions, click Edit.

The Add Template page opens. The Template tab is the opened tab. The Active optionis
not selected.

Figure 5-37: Add Template page, Template tab, Inactive template

Admin Calendar Submit Event My Account Help

e e

Name:”

|Demo Template |

Description:
|Used for potential MC |

[ Active

5. Select Active.

6. Click Save.
The user template is activated and is displayed on the Active tab on the Manage
Templates page. See Figure 5-38.

Figure 5-38: Manage Templates page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Print

Templates

[] Name ~ Description

[] Arts and Sciences Calendars Permissions for A&S Calendar users
Template

[J Contract Project Calendar
Tpmpla,rp

| [ Demo Template Used for potential MC customers

[] Department of Biology For Biology Calendar users

[] Department of Chemistry Permissions for Dept. of Chem.
Calendars Template calendar users
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To inactivate a user template

1. Under the Admin Panel main menu option, point to Security, and then click Templates.

The Manage Templates page opens. The Active tab is the opened tab. All currently
active user templatesin Master Calendar are displayed on this tab.

Figure 5-39: Manage Templates page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Print

Templates

[] Name = Description

[] Arts and Sciences Calendars Permissions for A&S Calendar users
Template

[] Contract Project Calendar
Template

[] Demo Template Used for potential MC customers

[] Department of Biology For Biology Calendar users

[] Department of Chemistry Permissions for Dept. of Chem.
Calendars Template calendar users

[] Intramural Calendar Permissions Permissions for Intramural Calendar
Template Event Submitters

2. Select the user template that you are inactivating.
3. Under Actions, click Edit.

The Add Template page opens. The Template tab is the opened tab. The Active optionis
selected.

Figure 5-40: Add Template page, Template tab, Active template

Admin Calendar Submit Event My Account Help
emsiors Lo | s

Name:*
|Demo Template |

Description:
|Used for potential MC customers |

W Active

4. Clear the Active option.
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5. Click Save.

The user template is inactivated and is displayed on the Inactive tab on the Manage
Templates page.

Figure 5-41: Manage Templates page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Delete | Print

Templates
\ [1 Name » Description
| [] Demo Template Used for potential MC customers
ab Schedule TEeslng PUTpOSES 10T SEng up 1ab schedulues

[] MHI Test Template Template used for testing

To edit a user template

You can edit both active and inactive user templ ates.
1. Under the Admin Panel main menu option, point to Security, and then click Templates.

The Manage Templates page opens. The Active tab is the opened tab. All currently
active user templatesin Master Calendar are displayed on this tab.

Figure 5-42: Manage Templates page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Print

Templates

[] Name = Description

[] Arts and Sciences Calendars Permissions for A&S Calendar users
Template

[] Contract Project Calendar
Template

[] Demo Template Used for potential MC customers

[] Department of Biology For Biology Calendar users

[] Department of Chemistry Permissions for Dept. of Chem.
Calendars Template calendar users

[] Intramural Calendar Permissions Permissions for Intramural Calendar
Template Event Submitters

2. If needed, click the Inactive tab to open it.
3. Select the user template that you are editing.
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4. Under Actions, click Edit.
The Add Template page opens. The Template tab is the opened tab.
Figure 5-43: Add Template page, Template tab

Admin Calendar Submit Event My Account Help

Name:*
|Demo Template |

Description:
|Used for potential MC customers |

W Active

5. Edit the information for the user template as needed.

Tab Information to Edit

Template « Template Name
¢ Template Description

Permissions The type of access that a user with the selected template will have to
the calendars in Master Calendar. See “To specify user template
permissions”.

LDAP The security group information that is maintained on your organization’s

network in conjunction with the templates in Master Calendar. See “To
add LDAP groups to a user template”.

6. Click Save to save the edited template in Master Calendar.
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To delete a user template

You can delete only inactive user templates. To delete a currently active user template, you
must first inactivate the template. (See “To inactivate a user template”.)

1. Under the Admin Panel main menu option, point to Security, and then click Templates.

The Manage Templates page opens. The Active tab is the opened tab. All currently
active user templatesin Master Calendar are displayed on this tab.

Figure 5-44: Manage Templates page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Print

Templates

[] Name = Description

[] Arts and Sciences Calendars Permissions for A&S Calendar users
Template

[] Contract Project Calendar
Template

[] Department of Chemistry Permissions for Dept. of Chem.
Calendars Template calendar users

[] Intramural Calendar Permissions Permissions for Intramural Calendar
Template Event Submitters

2. Click the Inactive tab to open it.
All currently inactive user templatesin Master Calendar are displayed on this tab.

Figure 5-45: Manage Templates page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Delete | Print

Templates
[] Name = Description
[] Demo Template Used for potential MC customers
[] Lab Schedule Testing purposes for setting up lab schedulues

[] MHI Test Template Template used for testing

3. Select the user template or templates that you are deleting.

To select all templates on the currently opened page for deletion in a single step,
select Name. If you have multiple pages of templates to delete, you must repeat
this entire process on each page.
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4, Under Actions, click Delete.

A message opens, asking you if you are sure that you want to delete al the selected
templates.

5. Click OK inthe message.
A message opens indicating that all the selected templates were successfully deleted.
6. Click OK inthe message.

The Inactive tab is refreshed to show the remaining, if any, inactive user templatesin
Master Calendar.

To generate a User Templates List report

You can generate a User Templates List report, which lists all the active or inactive user
templates that are configured in Master Calendar. The report includes the template name and
description, and it also details the user permissions for each template.

1. Under the Admin Panel main menu option, point to Security, and then click User
Templates.

The Manage Templates page opens. The Active tab is the opened tab. All currently
active user templatesin Master Calendar are displayed on this tab.

Figure 5-46: Manage Templates page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Print

e [

Templates

[] Name = Description

[] Arts and Sciences Calendars Permissions for A&S Calendar users
Template

[] Contract Project Calendar
Template

[] Department of Chemistry Permissions for Dept. of Chem.
Calendars Template calendar users

[] Intramural Calendar Permissions Permissions for Intramural Calendar
Template Event Submitters
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2. Do one of thefollowing:

» If you are generating a User Templates List report for all active user templatesin

your Master Calendar, under Actions, click Print.

» If you are generating a User Templates List report for all inactive user templatesin
Master Calendar, click the Inactive tab to open it, and then under Actions, click

Print.

An onscreen preview of the User Templates List report opensin its own window. A

variety of options are available from this preview, including (from left to right at the
top of the onscreen preview) the options to search the report results, print the report
initsentirety, print the currently displayed report page, and export the report to afile

and save thefile.

PDF is the default format for exporting to afile. Other allowed formats are XIs,

Xlsx, Rtf, Mnt, Text, Image, and Csv.

Figure 5-47: Onscreen preview for a User Templates List report

(& Template Report - Windows Internet Explorer

[ hitp:/ fuww dea.com/MCTW/ TemplateRpt zspiilshctive=0

v | 5 9 page
EMS Master Calendar Demo

Template LDAP Template
Description

Permission Type:  Calendar(s):

1 of

B & [ [

Template Report

Viewer:
Requestor:
Calendar User:

Template Requestor

Description Requestor

Permission Type:  Calendar(s):

Viewer:
Requestor:

Template Sports template
Description All non-youth sports activities

Permission Type:  Calendar(s):

Calendar User: Choir, Drama, Girls Youth Soccer

Viewer:

Requestor:

Done

Calendar User: Cyeling Club, Girls Youth Soccer, Intramural Sports, Seals Swim Team

€ Internet | Protected Mode: Off

v ®10% -
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To view the history for a user template

The history for auser template consists of the original creation date of the template, the name
of the user who created the template, the last that the template was edited, and the name of
the user who last edited the template. You can view the history for both active and inactive
user templates.

1. Under the Admin Panel main menu option, point to Security, and then click Templates.

The Manage Templates page opens. The Active tab is the opened tab. All currently
active user templatesin Master Calendar are displayed on this tab.

Figure 5-48: Manage Templates page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Assign Users | Assign LDAP Groups | Edit | Print

Templates

[] Name = Description

[] Arts and Sciences Calendars Permissions for A&S Calendar users
Template

[] Contract Project Calendar
Template

[] Demo Template Used for potential MC customers

[] Department of Biology For Biology Calendar users

[] Department of Chemistry Permissions for Dept. of Chem.
Calendars Template calendar users

[] Intramural Calendar Permissions Permissions for Intramural Calendar
Template Event Submitters

2. If needed, click the Inactive tab to open it.
3. Select the user template for which you are viewing the history.
4. Under Actions, select Edit.
The Add Template page opens. The Template tab is the opened tab.
Figure 5-49: Add Template page, Template tab

Admin Calendar Submit Event My Account Help

Name:*
|Demo Template |

Description:
|Used for potential MC customers |

W Active
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5. Click the History tab to open it and view the history for the selected user template.
Figure 5-50: Add Template page, History tab

Admin Calendar Submit Event My Account Help

e s i

Created Date: 7/4/2013 1:36 AM
Created By: VijayKumar

Updated Date: 5/8/2013 12:38 PM
Updated By: Technical Writer
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Site administration for Master Calendar consists of avariety of activities, including selecting
the appearance of your Master Calendar site, specifying the site theme, managing RSS feeds
and menu options, updating Master Calendar registration information, building and
generating custom reports, and managing data sources, connectors, help text, and
subscriptions. Administrator-specific functions are also available for working with and
debugging Master Calendar.

This chapter covers the following topics:

» “Specifying aMaster Calendar Theme”

* “Managing Default Settings for Master Calendar”

*  “Managing RSS Feeds’

* “Managing Menusin your Master Calendar System”
* “Viewing and Updating Master Calendar Registration Information”
» “Managing Data Sources’

* “Managing Connectorsin Master Calendar”

* “Managing Custom Reports’

e “Customizing the Header for Automated Emails’

» “Managing Help Text in Master Calendar”

* “Managing Subscriptions”
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Specifying a Master Calendar Theme

A Master Calendar theme determines he appearance of your Master Calendar site
everywhere other than the Admin panel. You can:

Add or remove a custom banner. See “To add or remove a custom banner”
Customize the Sidebar layout. See “To customize the Sidebar layout”
Customize the main content for the site. See “To customize the main content”
Pick adefault theme. See “To select a default theme”

Add, edit or delete custom color schemes. See “To add, edit, or delete a custom color
scheme”

The theme for the Admin panel islocked upon delivery and installation of Master
Calendar and you cannot edit it.

To specify a Master Calendar site theme

1. Under the Admin Panel main menu option, point to Site Administration, and then click
Theme Roaller.
The Theme Roller page opens.
2. Click the Theme Roller Settings icon [eJ.
The Theme Roller Settingslist opens. The current settings for the theme are displayed in
thelist.
Figure 6-1:  Theme Roller page
= p——
m ;il”aml(‘alenﬂar
P
Maonday Tuesday Wednesday Thursday W
e
T
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3.

Continue to one of the following:

* “Toadd or remove a custom banner”
» “To customize the Sidebar layout”

* “To customize the main content”

* “To select adefault theme”

e “Toadd, edit, or delete a custom color scheme’

To add or remove a custom banner

A custom banner isagraphic image that is displayed at the top of the Master Calendar Home
page and the Submit Event page. A custom banner typically announces the name or identity
of your Master Calendar site, but you can post any image that fits your organization’s
business needs.

1

Click Upload Banner.

The Banner popup opens. If your site currently has a banner displayed, then the name of
theimagefileisdisplayed along with a Clear Image option and the banner is displayed at
the top of the Theme Roller page; otherwise, the popup is blank and only Upload Image
and Publish options are displayed.

Figure 6-2:  Banner popup

Upload Image

Publish Banner

Do one or both of the following as needed:

» To add abanner to your Master Calendar site, click Upload Image, scroll to and
select the image file, and then click Publish Banner.

» Toremove abanner from your Master Calendar site, click Clear Image.

A message opens indicating that your changes were applied successfully and that your
themeis now live.

Click OK.

The message closes. If you added a banner, then the banner is displayed at the top of
the Theme Roller page for previewing. If you removed a banner, then the banner is
no longer displayed at the top of the Theme Roller page. The banner is also removed
from the top of the Master Calendar Home page and the Submit Event page.
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4. Continue with any other customizations as needed, or click the Theme Roller Settings
icon [f&] to close the Theme Roller Settings list, and then click Back to Admin Panel to
go to the Manage Events page or click Calendar to go to the Master Calendar Home
page.

To customize the Sidebar layout

The Sidebar consists of a Calendar Tool, a blank keyword Search field, a Calendar Picker,
and an Event Filters dialog box. When you customize the Sidebar consists you can specify
thefollowing information for it and its components on the Master Calendar Home page—the
position of the Sidebar, the default calendar that isto be displayed in the Calendar Display
area, whether the calendar display in the Calendar Picker isto be expanded or collapsed by
default, and whether the Event Filters dialog box is to be expanded or collapsed by default.

1. Click Customize Side Bar.
The Sidebar popup opens. The popup displays the current settings for the Sidebar.
Figure 6-3:  Sidebar popup

DEA ﬂ

| I Groups |
EY Cotepse |

| [isplay Hilters |

v

2. Do any of the following as needed:
»  Select the Sidebar position.

» Select the default calendar that isto be displayed in the Calendar Display areaon the
Master Calendar Home page.

* Indicateif the calendar groupsin the Calendar Picker are to be expanded or
collapsed by default on the Master Calendar Home page.

* Indicateif the Event Filters dialog box is to be expanded or collapsed on the Master
Caendar Home page.

After every selection, the Theme Roller page display is dynamically updated for
previewing.

3. Click Publish Sidebar.
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A message opens indicating that the changes were applied successfully and your theme
isnow live.
4. Click OK.

The message closes. The Theme Roller page is dynamically updated with the selected
changes for previewing.

5. Continue with any other customizations as needed, or click the Theme Roller Settings

icon [fe] to close the Theme Roller Settings list, and then click Back to Admin Panel to
go to the Manage Events page or click Calendar to go to the Master Calendar Home
page.

To customize the main content

The main content for your Master Calendar site consists of featured events, the default
calendar event range, and the default calendar event type.

1. Click Customize Main Content.
The Featured Events popup opens.
Figure 6-4:  Featured Events popup

| Featured Events) |
77 Featured |

| Event Date Range |

Week

s
[Caiznear]
ood

Publish Main Content

2. Do any of the following as needed:

» Indicate whether featured events are to be displayed on the Master Calendar Home
page.

»  Select the date range for events—Day, Week, or Month—in the Calendar Display
area.

» Select the display format for events—L.ist or Calendar—in the Calendar Display
area.

After every selection, the Theme Roller page display is dynamically updated for
previewing.
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3. Click Publish Main Content.

A message opens indicating that the changes were applied successfully and your theme
isnow live.

4. Continue with any other customizations as needed, or click the Theme Roller Settings

icon [f£] to close the Theme Roller Settings list, and then click Back to Admin Panel to
go to the Manage Events page or click Calendar to go to the Master Calendar Home
page.

To select a default theme

Master Calendar is delivered with six default color schemes for the theme. The Dark color
scheme isthe theme that isin use when Master Calendar isinstalled.

1. Click Pick aColor Scheme.

The Default Color Scheme popup opens. The six default color schemes are displayed.
The default color scheme currently in use, if applicable, is highlighted.

Figure 6-5:  Default Color Scheme popup

2. Click adefault color scheme, and then click Publish Color Scheme.

Publish Color Scheme

The Theme Roller page is dynamically updated to reflect the chosen color scheme.

3. Optionaly, at the top of the Theme Roller page, click the various Responsive Design
icons to see what how the chosen color scheme appearsin (from left to right) afull
browser display, atablet (portrait/landscape), a mini-tablet (portrait/landscape), or a
mobile phone (portrait/landscape).

Figure 6-6:  Responsive Design icons

Full Browser icon Tablet icon Mini-Tablet icon Mobile Phone icon
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4. Click Publish.

A message opens indicating that the changes were applied successfully and your theme
isnow live.

5. Continue with any other customizations as needed, or click the Theme Roller Settings

icon [f&] to close the Theme Roller Settings list, and then click Back to Admin Panel to
go to the Manage Events page or click Calendar to go to the Master Calendar Home
page.

To add, edit, or delete a custom color scheme

If none of the default color schemes meets your needs, then you can create your own custom
color scheme. You can also edit a custom color scheme, or delete a custom color scheme.

1. Click Create Custom Color Scheme.
The Custom Color Scheme popup opens.

Figure 6-7:  Custom Color Scheme popup

Create Gustom GolorGcheme

D 6D D

Custom Scheme
Choose Scheme... ﬂ

2. Continue to one of the following:
* “Toadd custom color scheme”
* “Tomodify acustom color scheme”

e “To delete a custom color scheme”

To add custom color scheme
1. Click New.
A blank Color Scheme Name field opens.

2. Enter the name for the new custom color scheme, and then click Create.
The Custom Color Scheme popup is refreshed with atemplate for specifying a custom
color scheme. (See Figure 6-8). A default color value and a Color icon that displays the
default color are provided for every site option for which you can specify a custom
color.
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Figure 6-8:  Custom Color Scheme popup, Custom Scheme template

ﬁm |ﬁ’ir}”§lf‘a’ﬂr r'?I;"-‘.l' e}
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Custom Scheme
Custom Scheme 1 i]
Background 1
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Background 2

G f8fad3

Headers 1

Headers 2

G afbd22

Calendars & Filters

CCCooc

Publish Custom Color Scheme

3. Changethe colorsfor any or al of the site items as needed. Click the Color icon for an
item to open the Color Picker popup and use the options on the popup to select acolor or
define an RGB or HEX color.

Asyou usethe Sider bar option on the Color Picker popup, an expanded range of

@ colorsis displayed to the left of the bar. To select a color in this range display,
click and hold the left mouse button, and move the mouse over the display. The
RGB and HEX values are dynamically updated in the popup asisthe HTML color
code and the color that is displayed in the Color icon for the item.

Figure 6-9:  Color Picker Popup

Slider option. Click and hold the left mouse The HTML color code
button to move up and down the color bar. for the site item is

dynamically updated
as you click and drag
your mouse in the
expanded color
display as is the color
that is displayed in
the Color icon.

Expanded range
of colors
displayed here.
To select a color
in this range
display, click and
hold the left
mouse button,
and move the
mouse over the
display.

Calendars & Filter

CCCcooc
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4. Click Publish Custom Color Scheme.

The Theme Roller page is updated to reflect the custom color scheme. A message opens
indicating that the changes were applied successfully and your themeis now live.

5. Optionaly, at the top of the Theme Roller page, click the various Responsive Design
icons to see what how the chosen color scheme appearsin (from left to right) afull
browser display, atablet (portrait/landscape), a mini-tablet (portrait/landscape), or a
mobile phone (portrait/landscape).

Figure 6-10: Responsive Design icons

Full Browser icon Tablet icon Mini-Tablet icon Mobile Phone icon

6. Continue with any other customizations as needed, or click the Theme Roller Settings

icon [f£] to close the Theme Roller Settings list, and then click Back to Admin Panel to
go to the Manage Events page or click Calendar to go to the Master Calendar Home
page.

To modify a custom color scheme

1. Onthe Custom Scheme dropdown list, select the custom color scheme that you are
editing.
The Custom Color Scheme popup is refreshed with the information for the selected
scheme. The current color value and a Color icon that displays the current color are
provided for every site option. By default, Edit is already selected.

2. Changethe colorsfor any or al of the site items as needed. Click the Color icon for an
item to open the Color Picker popup (see Figure 6-11) and use the options on the
popup to select a color or define an RGB or HEX color.

colorsis displayed to the left of the bar. To select a color in this range display,
click and hold the left mouse button, and move the mouse over the display. The
RGB and HEX values are dynamically updated in the popup asisthe HTML color
code and the color that is displayed in the Color icon for the item.

@ Asyou usethe Sider bar option on the Color Picker popup, an expanded range of
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Figure 6-11: Color Picker Popup

Slider option. Click and hold the left mouse The HTML color code
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3. Click Publish Custom Color Scheme.

The Theme Roller page is updated to reflect the custom color scheme. A message opens
indicating that the changes were applied successfully and your themeis now live.

4. Optionally, at the top of the Theme Roller page, click the various Responsive Design
icons to see what how the chosen color scheme appearsin (from left to right) afull
browser display, atablet (portrait/landscape), a mini-tablet (portrait/landscape), or a
mobile phone (portrait/landscape).

Figure 6-12: Responsive Design icons

Full Browser icon Tablet icon Mini-Tablet icon Mobile Phone icon

5. Continue with any other customizations as needed, or click the Theme Roller Settings
icon [f&] to close the Theme Roller Settings list, and then click Back to Admin Panel to
go to the Manage Events page or click Calendar to go to the Master Calendar Home
page.
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To delete a custom color scheme
1. On the Custom Color Scheme popup, click Manage.

A list of al the available custom color schemes for your Master Calendar site opens.
2. Click the Delete icon next to the color scheme that you are deleting.

» If the selected custom color schemeisnot in use, the schemeis deleted immediately.
Go to Step 4.

» |If the selected custom color scheme is currently in use, then a message opens
indicating this and informing you that your site theme will be set back to the default
shipped theme. Go to Step 3.

3. Click Yes.

The message closes. The site theme is returned to the default shipped theme and the
Theme Roller page is dynamically updated to reflect this.
4. Continue with any other customizations as needed, or click the Theme Roller Settings

icon [f&] to close the Theme Roller Settings list, and then click Back to Admin Panel to
go to the Manage Events page or click Calendar to go to the Master Calendar Home
page.
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Managing Default Settings for Master Calendar

When the Master Calendar application isinitialy installed, it isinstalled with default
settings, which determine how the system isto be used. For example, some default settings
include Max number of events/day to display in daily view, Max number of events/day to
display in monthly view, Default Calendar Display, and so on. Asthe site administrator, you
can change these settings to better meet your organization’s business needs. You can also

generate a Default Settings List report and you can view the history for a default setting.

To manage default settings for Master Calendar

1. Under the Admin Panel main menu option, point to Site Administration, and then click

Default Settings.

The Default Settings page opens. All the default settings for Master Calendar with their
current values are displayed on this tab.

See Appendix A, “ Ste Configuration Settings,” for a complete list of default

settings, their description, and default values.

Figure 6-13: Default Settings page

Admin Calendar Submit Event My Account Help

Areas:

(all) hd Print
Area * Description Value
Calendar Collapse EMS bookings into reservations on calendar Yes
Calendar Max number of events/day to display in daily view 10

Calendar Max number of events/day to display in monthly view 10

Calendar Max number of events/day to display in weekly view 10

Calendar Total number of featured events to display is

Calendar Display the social networking icon on event details page Yes

Calendar Display the timezone abbreviation next to the time. Yes

Calendar Display the timezone dropdown on calendar Yes

Calendar Default List View Detailed List
Calendar Default start day of week for calendar Sunday

Email Account to Use for Sending Email

Email Password of Email Account

Email SMTP server port number 25

Email Name of Email Sender Event Office
Email Email Address of Sendar MCevents@dea.com
Email SMTP server mail.dea.com
Email SMTP - Use S5L No

Labels Contact Singular Label Contact
Labels Department Plural Labsal Departments
Labels Department Singular Label Department
Labels Event Type Plural Label Event Types
Labels Event Type Singular Label Event Type
Labels Featured Fead Label Featured Events
Labels Location Plural Label Locations
Labels Location Singular Label Location
Labels Sub Location Plural Label Rooms
Labels Sub Location Singular Label Room

Partal Authentication Partal Authentication Cookie Key

Portal Authentication Portal Authentication Method Cookie

Portal Authentication Portal Authentication Variable

RSS Append the event date to RSS titls Yes

RSS Append the location to RSS title Yes
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2. Optionaly, to refine thislist, on the Areadropdown list, select the areain Master
Calendar for which you are changing the default settings.

The Default Settings page is refreshed to show only those default settings for the
selected area.

3. Click the default setting for which you are changing the value or viewing the history.

The Default Setting dialog box opens. This dialog box has a Description tab, which is
open by default, and a History tab. The Description tab shows the description for the
default setting and its current value.

Figure 6-14: Update Default Setting dialog box, Description tab

Description .| list i

Default start day of week for calendar:

| Sunday ~

4. Do one of thefollowing:

» Edit thevaluefor the setting as needed, and then click Saveto save the new value for
the default setting.
The dialog box closes and you return to the Default Settings page, with the new
value for the default setting appearing on the page.

» Toview the history for the default setting, click the History tab to open it.
The history for adefault settings consists of the original creation date of the setting,
the name of the user who created the setting, the last date that the setting was edited.
and the name of the user who last edited the setting. See Figure 6-15.
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Figure 6-15: Update Default Setting dialog box, History tab

Created Date: 5/22/2007 8:42 AM
Created By: Admin
Updated Date: 5/5/2013 11:08 AM
Updated By: testing

To generate a Default Settings List report

You can generate a Default Settings List report, which lists the current values for the default
settingsin Master Calendar. You can generate areport that liststhe current valuesfor all your
default settings, or you can generate areport that liststhe current values for a selected area of
default settings (Calendar, Email, Labels, and so on).

1. Under the Admin Panel main menu option, point to Site Administration, and then click

Default Settings.

The Default Settings page opens. All the default settings for Master Calendar with their
current values are displayed on this tab.

Figure 6-16: Default Settings page

Admin Calendar Submit Event My Account Help

Areas:
(all) hd Print
Area * Description Value
Calendar Collapse EMS bookings into reservations on calendar Yes
Calendar Max number of events/day to display in daily view 10
Calendar Max number of events/day to display in monthly view 10
Calendar Max number of events/day to display in weekly view 10
Calendar Total number of featured events to display is
Calendar Display the social networking icon on event details page Yes
Calendar Display the timezone abbreviation next to the time. Yes
Calendar Display the timezone dropdown on calendar Yes
Calendar Default List View Detailed List
Calendar Default start day of week for calendar Sunday
Email Account to Use for Sending Email
Email Password of Email Account
Email SMTP server port number 25
Email Name of Email Sender Event Office
Email Email Address of Sendar MCevents@dea.com
Email SMTP server mail.dea.com
Email SMTP - Use S5L No
Labels Contact Singular Label Contact
Labels Department Plural Labsal Departments
Labels Department Singular Label Department
Labels Event Type Plural Label Event Types

i

S S T

Master Calendar Setup Guide

215



Administering Master Calendar

2. Do one of the following:

If you are generating a Default Settings List report for all active default settingsin

your Master Calendar, then click Print.

If you are generating a Default Settings List report for a specific areain Master
Calendar, select the area on the Areas dropdown list, and then click Print.

An onscreen preview of the Default Settings List report opensin its own window. A
variety of options are available from this preview, including (from left to right at the
top of the onscreen preview) the options to search the report results, print the report
initsentirety, print the currently displayed report page, and export the report to afile

and save thefile. See Figure 6-17.

PDF isthe default format for exporting to a file. Other allowed formats are XIs,

Xlsx, Rtf, Mnt, Text, Image, and Csv.

Figure 6-17: Onscreen preview for a Default Settings List report

(& Default Settings - Windows Intemet Explorer

[ hitp:/ fuww dea.com/MCTW/DefaultSettingsRpt aspi?Arez=Calendar

& 9 % Page |1 of [1 B & [par [v]
EMS Master Calendar Demao Default Seftings
Area Description Value
Calendar Collapse EMS bookings into reservations on calendar Yes
Calendar Default calendar to display on main calendar Cyeling Club
Calendar Display the Event Title using the event type color No
Calendar Max number of events/day to display in daily view 25
Calendar Mar number of events/day to display in monthly view 5
Calendar Mar number of events/day to display in weekly view 20
Calendar Display the social networking icon on event details page Yes
Calendar Display the timezone abbreviation nest to the time. Yes
Calendar Display "Untimed event” label for untimed events on No

calendar
Calendar Use scroll bar in calendar grid view No
Calendar Collapse search filters on calendar page No
Calendar Default Calendar Format Grid
Calendar Default Calendar Display Month
Calendar List style type for calendar Detailed
Calendar Show weekends on calendar Yes
Calendar Default start day of weel for calendar Sunday
Dene & Internet | Protected Mode: Off fa ~ ®100%
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ARedlly Simple Syndication (RSS) feed is amethod of distributing links to content in your
Master Calendar that you would like guests or usersto use. All RSS feedsto which you have
access are available through the RSS link at the bottom of every page in Master Calendar.
Private RSS feeds are available to users only after they log in to Master Calendar. Managing
RSS feeds consists of adding RSS feeds, activating and inactivating RSS feeds, editing RSS
feeds, and deleting RSS feeds. You can also view the history for an RSS feed.

To add an RSS feed

1. Under the Admin Panel main menu option, point to Site Administration, and then click

RSS Feeds.

The Manage RSS Feeds page opens. The Active tab is the opened tab. All currently
active RSS feeds in Master Calendar are displayed on this tab.

Figure 6-18: Manage RSS Feeds page, Active tab

Admin Calendar Submit Event My Account Help

Actions

Add | Edit

e [

RSS Feeds

OoOoooOooooOooono

Name *

Arts and Sciences News
CNN News Feed
Demonstration Test Feed
Department of Chemistry Events
Fox News Ticker

Never Summer

RP for Rob

RT Special

Student Organizations Feed
Todays Events

Tour De France News
Velodrome News
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Public
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Public
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2. Under Actions, click Add.

The Add RSS Feed page opens. The Details tab is the only tab on this page. You use the
options on this tab to specify the information for the new RSS feed.

Figure 6-19: Add RSS Feed page, Details tab

Admin Calendar Submit Event My Account Help
Name:*

| |

Calendars:

| vl

Event Types:

| ¥

Locations:
| v]

Depariments:
| v]

Keyword:

| |

Priority:

(Al v

Feed Access:

® Public (Allow anyone to view RSS feed) O Private
Days Forward:*

Starting When:
® Today O Tomorrow
Maximum Returned Events:

[0 ] 0=unimited

WlInclude Cancelled Events

3. Enter theinformation for the RSS feed.

Field Description
Name The name for the RSS fed.
Calendars A list of all active calendars to which you have access as a Calendar Manager.

Click the Lookup icon to open the Calendars dialog box and select the calendar
or calendars from which the RSS feed is to pull information.

Event Types A list of all active event types that are currently configured in Master Calendar.
Click the Lookup icon to open the Event Types dialog box and select the event
type or types that RSS feed should pull.

Locations A list of all active event locations that are currently configured in Master
Calendar. Click the Lookup icon to open the Locations dialog box and select one
or more locations. The RSS feed will pull the events with these specific locations.
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Field Description
Departments A list of all active departments that are currently configured in Master Calendar.
Click the Lookup icon to open the Departments dialog box and select one or ore
departments. The RSS feed will pull the events with these specific departments.
Note: Department is a default label.You can configure this to better suit your
organization’s business needs, for example, “Business Units.”
Keyword Enter a search string to further filter the events that are pulled by the RSS feed.
Note: The search is limited to the exact order of the characters in the string;
however, the search string is not case-sensitive and the search string can
be found anywhere in the search results. For example, the search string
“scout” returns holidays that contain either Scouting Day or Boy Scouts’
Day.
Priority Indicate the priority of the events that the RSS feed should pull. The default value

is All. You can leave this value as-is, or select from one of three values—High,
Medium, or Low.

Feed Access

» Public - Anyone, not just users of Master Calendar, can view the feed. (Default
value.)

« Private - Only users of Master Calendar can view the feed.

Days Forward

The number of days going forward from the current day’s date that the RSS feed
should pull information.

Starting When

« Today - Display only those events that start today (the current day’s date).

< Tomorrow - Display only those events that start tomorrow (the day after the
current day’s date).

Maximum The maximum number of events that the RSS feed should return. The default
Returned value is 0, which means that there is no limit to the maximum number of events
Events returned.

Include The default value is Yes. To set to No, clear this selection.

Cancelled

Events

Make Featured
Feed

The default value is No. To set to Yes, select this option.

Note: Remember, only one feed at a time can be the featured feed. If the RSS
feed access is set to Private, a user cannot view the featured feed until
after they log in to Master Calendar. If the RSS feed access is set to
Public, anyone, guest or user, can view the featured feed.

4. Click Save.

An RSS Feed Saved message opens.
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5. Click OK in the RSS Feed Saved message to save your RSS Feed.
Four links are displayed at the bottom of the RSS Feed page.

* Preview Link—Click thislink to preview the RSS feed link and determineif it is
correct, or if you need to make changes.

» Encrypted Link—The actual physical URL to the RSS feed.

»  Friendly Link—A shortened URL to the RSS feed to accommodate smaller viewing
screens.

»  Custom Link—Includes additional fields (Start Time, End Time, Location and
IsAlldayEvent) that are embedded in the RSS document.

Figure 6-20: RSS Links

Preview Link: p: v.dea.com/M SFeeds.aspx?data=sxdv(t yvZTOmxjdOL6z884FRtoUgT 7NPwEtlkrndclx 8MP 3d%3
Encrypted Link: http .-".-"NNN dea. c:orrl.-"MCTW.-"RSSFEEds aspx?data= sx_'vatP .-’ 2f'szan>c_1dOLGZS84FRt0UqT?NPNGtII-crnéI-c:leUIdSMPNSg .-’ 3d .-’ 3d
Friendly Link: http://www.dea.com/MCTW/RS5Feeds.aspx?Name=IM Cycling Club

Custom Link (Includes additional fields embedded in the rss document): http://www.dea.com/MCTW/R55Feeds.aspx?data=sxIvQtP%2fyzTQmxjdC

Figure 6-21: Previewing an RSS feed

Airts and Sciences Mews Displaying
You ."a._.g n.-sm.mz.l... n.-;....u, pd._am when stk 16 @ feedd 1 i acdohed 1 the Comman Feed Lt Updued isfcrmaticn from the fred it sutomatically
downloaded to your compu and s progen aboat |

“

Filter by category:

To activate an RSS feed
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1. Under the Admin Panel main menu option, point to Site Administration, and then click
RSS Feeds.

The Manage RSS Feeds page opens. The Active tab is the opened tab. All currently
active RSS feedsin Master Calendar are displayed on thistab.

Figure 6-22: Manage RSS Feeds page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit

e [

RSS Feeds

[] Name - Status
[0 Arts and Sciences News Public
O CNN News Feed Public
[] Demonstration Test Feed Public
[0 Department of Chemistry Events Public
O Fox News Ticker Public
[0  Never Summer Public
O RP for Rob Public
[] RT Special Public
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2. Click the Inactive tab to openiit.
All currently inactive RSS feedsin Master Calendar are displayed on this tab.

Figure 6-23: Manage RSS Feeds page, Inactive tab
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Admin Calendar Submit Event My Account Help

Actions
Add | Ed

it | Delate

Active Inactive

Odoio

Name *

Academic Affairs News

Bilology Department News
Department of Chemistry Activities

3. Select the RSS Feed that you are activating.

4, Under Actions, cl

ick Edit.

Status
Public
Public
Public

The Add RSS Feeds page opens. The Detailstab is the opened tab. The Active optionis

not selected.

Figure 6-24: Add RSS Feeds page, Details tab, Inactive RSS feed

Admin Calendar Submit Event My Account Help

Name:*

|Academwc Affairs Mews ‘

Calendars:

[Calendar of Events v
Event Types:

| Vo
Locations:

[Académico - 1 v|/' 1
Depariments

[ vl
Keyword:

| |
Priority:

[All) v

Feed Access:

® Public (Allow anyone to view RSS feed) O Private

Days Forward:*

Starting When:

®Today O Tomorrow
IMaximum Retumed Events:
[0 ]o=uniimited
Mlinclude Cancelled Events
Clactive

Preview Link: http://wwiv.dea.com/VHOUB1251501984/1

data=3p3oPLk3vPIglgRTGViclatpryEl

Encrypted Link: http://wwiw.dea.com/VHOUB1251501984/RSSFeeds. aspx?data=3p3oPLk3vPIqlgR7GViclatpr)
Friandly Link: http://wiww.dea.com/VHOUS1251501984/RESFeads.aspx?Name=Academic Affairs News

Custom Link {Includes additional fields embedded in the rss document): http:/fwww.dea.com/VHOUS125150
2FTHArZNpIZSalU%2d
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5. Select Active.
6. Click Save.
An RSS Feed Saved message opens.
7. Click OK inthe RSS Feed Saved message to save your RSS Feed.
8. Click Back to return to the Manage RSS Feeds page.
The Active tab is the opened tab. The RSS Feed is now displayed on thistab.
Figure 6-25: Manage RSS Feeds, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit

RSS Feeds
\ [] Name - Status
|0 Academic Arairs News Public |
[]  Arts and Sciences News Public
[J CNN News Feed Public
[ Demonstration Test Feed Public
[] Department of Chemistry Events Public

To inactivate an RSS Feed

1. Under the Admin Panel main menu option, point to Site Administration, and then click
RSS Feeds.

The Manage RSS Feeds page opens. The Active tab is the opened tab. All currently
active RSS feeds in Master Calendar are displayed on thistab.

Figure 6-26: Manage RSS Feeds page, Active tab

Admin Calendar Submit Event My Account Help

Actions

add | Edit
v [N
[] Name - Status
[0 Academic Affairs News Public
[] Artsand Sciences News Public
O CNN News Feed Public
[] Demonstration Test Feed Public
[] Department of Chemistry Events Public
O Fox News Ticker Public
]  Never Summer Public

2. Select the RSS Feed that you are inactivating.
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3. Under Actions, click Edit.

The Add RSS Feed page opens. The Detailstab is the opened tab. The Active optionis
selected.

Figure 6-27: Add RSS Feed page, Details tab, Active RSS feed

Admin Calendar Submit Event My Account Help

Name:*
[Academic Affairs News |

Calendars:
[Calendar of Events vl
Event Types:
| vl
Locations:

sémico 1 )
Departments:

>l
Keyword:
|

Priority:
Al v

Feed Access:

® Public (Allow anyone to view RSS feed) O Private
Days Forward:*

Starting When:

® Today O Tomorrow

Maximum Returned Events:

[0 ] 0=unimited

Wlinclude Cancelled Events

M Active

Preview Link: http://www.dea.com/VHOUB1251501984/RS5Feeds.aspx?data=3p3oPLk3vPIglgR7GViclatprYEC
Encrypted Link: http:/fwww.dea.com/VHOUE12515019384/RS5Feeds.aspx?data=3p30PLk3vPIglgR7GViclatpry
Friendly Link: http://www.dea.com/VHOUB1251501984/RSSFeads.aspx?Name=~Academic Affairs News
Custom Link (Includes additional fields embedded in the rss document): http:/fwwvi.dea.com/VHOUS1251501
2fTtIAriZNpIZSalu%e3d

4. Clear the Active option.
5. Click Save.
An RSS Feed Saved message opens.
6. Click OK inthe RSS Feed Saved message to save your RSS Feed.
7. Click Back to return to the RSS Feeds page. The Active tab is the opened tab.
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8. Click the Inactive tab to openiit.
The inactivated RSS Feed is displayed on this tab.
Figure 6-28: Manage RSS Feeds page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

RSS Feeds
\ [ Name + Status
[ O Academic Affairs News Public |
[] Bilology Department News Public
[]  Department of Chemistry Activities Public

To edit an RSS feed

You can edit both active and inactive RSS feeds.

1. Under the Admin Panel main menu option, point to Site Administration, and then click
RSS Feeds.

The Manage RSS Feeds page opens. The Active tab is the opened tab. All currently
active RSS feedsin Master Calendar are displayed on this tab.

Figure 6-29: Manage RSS Feeds page, Active tab

Admin Calendar Submit Event My Account Help

Actions

Add | Edit
[] Name - Status
O Arts and Sciences News Public
[0 CNN News Feed Public
O Demonstration Test Feed Public
O Department of Chemistry Events Public
O Fox News Ticker Public
O Never Summer Public
O RF for Rob Public
[] RT Special Public
O Student Organizations Feed Public
O Todays Events Public
O Tour De France News Public
O Velodrome News Public

2. If needed, click the Inactive tab to open it.
3. Select the RSS Feed that you are editing.
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4. Under Actions, click Edit.
The Add RSS Feeds page opens. The Details tab is the opened tab.
Figure 6-30: Add RSS Feeds page, Details tab

Admin Calendar Submit Event My Account Help

Name:*
| demic Affairs News |

Calendars:
[Calendar of Events vl

Event Types:
|

Locations:

1 ~|

Depariments:
| v]

Keyword:

Priority:

(All) v

Feed Access:

® Public (Allow anyone to view RSS feed) O Private

Days Forward:*

Starting When:

® Today O Tomorrow

Maximum Returned Events:
0 = unlimited

Wlinclude Cancelled Events

ClActive

Preview Link: http://www.dea.com/VHOUB1251501984/R55Feeds.aspx?data=3p3oPLk3vPIglgR7 GViclatprEl
Encrypted Link: http:/fvwwi.dea.com/VHOUE1251501984/RS5Feeds.aspx?data=3p3oPLk3vPIglgR7GViclatpr)
Friendly Link: http://www.dea.com/VHOUB1251501984/RSSFeads.aspx?Name=~Academic Affairs News
Custom Link (Includes additional fields embedded in the rss document): http:/fwwi.dea.com/VHOUS125150
2fTtIAri3NpIZSalu%e3d

5. Edit any and all the information as needed for the feed.

Field Description
Name The name for the RSS fed.

Calendars A list of all active calendars to which you have access as a Calendar
Manager. Click the Lookup icon to open the Calendars dialog box and
select the calendar or calendars from which the RSS feed is to pull
information.

Event Types A list of all active event types that are currently configured in Master
Calendar. Click the Lookup icon to open the Event Types dialog box and
select the event type or types that RSS feed should pull.
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Field

Description

Locations

A list of all active event locations that are currently configured in Master
Calendar. Click the Lookup icon to open the Locations dialog box and
select the location or locations to select the events with the specific
locations that the RSS feed should pull.

Priority

Indicate the priority of the events that the RSS feed should pull. The
default value is All. You can change this to one of three values - High,
Medium, or Low.

Feed Access

» Public - Anyone, not just users of Master Calendar, can view the
feed. (Default value.)

e Private - Only users of Master Calendar can view the feed.

Days Forward

The number of days going forward from the current day’s date that the
RSS feed should pull information.

Maximum Returned
Events

The maximum number of events that the RSS feed should return. The
default value is 0, which means that there is no limit to the maximum
number of events returned.

Include Cancelled
Events

The default value is Yes. To set to No, clear this selection.

Make Featured Feed

The default value is No. To set to Yes, select this option.

Note: Remember, only one feed at a time can be the featured feed. If
the RSS feed access is set to Private, a user cannot view the
featured feed until after they log in to Master Calendar. If the
RSS feed access is set to Public, anyone, guest or user, can
view the featured feed.

6. Click Save.

An RSS Feed Saved message opens.
7. Click OK in the RSS Feed Saved message to save your edited RSS Feed.
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To delete an RSS feed
You can delete only inactive RSS feeds. To delete an active RSS feed, you must
first inactivate it. (See “To inactivate an RSS Feed”.)

1. Under the Admin Panel main menu option, point to Site Administration, and then click
RSS Feeds.

The RSS Feeds page opens. The Active tab is the opened tab. All currently active RSS
feedsin Master Calendar are displayed on this tab.

Figure 6-31: Manage RSS Feeds page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit

- (IR

RSS Feeds

| Name < Status
[0 Arts and Sciences News Public
O CNN News Feed Public
[] Demonstration Test Feed Public
[0 Department of Chemistry Events Public
O Fox News Ticker Public
[0  Never Summer Public
O RP for Rob Public
[] RT Special Public
[0 Student Organizations Feed Public

2. Click the Inactive tab to open it.
All currently inactive RSS feedsin Master Calendar are displayed on this tab.
Figure 6-32: Manage RSS Feeds page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

RSS Feeds

[] Name - Status
[0 Academic Affairs News Public
[0 Bilology Department News Public
[ Department of Chemistry Activities Public

3. Select the RSS feed that you are deleting.

To select all RSSfeeds on the currently opened page for deletion in a single step,
select Name. If you have multiple pages of feeds to delete, you must repeat this
entire process on each page.
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4, Under Actions, click Delete.

A message opens, asking you if you are sure that you want to delete al the selected RSS
feeds.

5. Click OK in the message.
A message opens indicating that all the selected RSS feeds were successfully deleted.
6. Click OK inthe message.

The Inactive tab is refreshed to show the remaining, if any, inactive RSS feedsin Master
Calendar.

To view the history for an RSS feed

The history for an RSS feed consists of the original creation date of the feed, the name of the
user who created the feed, the last date that the feed was edited, and the name of the user who
last edited the feed. You can view the history for both active and inactive feeds.

1. Under the Admin Panel main menu option, point to Site Administration, and then click
RSS Feeds.

The Manage RSS Feeds page opens. The Active tab is the opened tab. All currently
active RSS feeds in Master Calendar are displayed on this tab.

Figure 6-33: Manage RSS Feeds page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit

e [

RSS Feeds

[] Name - Status
[0 Arts and Sciences News Public
O CNN News Feed Public
[] Demonstration Test Feed Public
[0 Department of Chemistry Events Public
[0 Fox News Ticker Public
[0  Never Summer Public
O RP for Rob Public
[] RT Special Public
[0 Student Organizations Feed Public
[0 Todays Events Public
[0  Tour De France News Public
[0 Velodrome News Public

2. If needed, click the Inactive tab to open it.
3. Select the RSS Feed for which you are viewing the history.
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The Add RSS Feed page opens. The Details tab is the opened tab.

Figure 6-34: Add RSS Feeds page, Details tab

Admin Calendar Submit Event My Account Help

Name:*
|Academwc Affairs Mews ‘

Calendars:

[Calendar of Events v
Event Types:

[ vl
Locations:

[Académico - 1 V|,' ¥
Depariments

[ Vo
Keyword:

| |
Priority:

[All) v

Feed Access:
® Public (Allow anyone to view RSS feed) O Private
Days Forward:*
Starting When:
®Today O Tomorrow
Maximum Retumed Events:
0 = unlimited
Mlinclude Cancelled Events
[Cactive

Preview Link: http://wwiv.dea.com/VHOUB1251501984/1

?data=2p2oPLk3vPIglgR7GViclatprYE!

Encrypted Link: http://vwwwr.dea.com/VHOUS1251501384/RSSFeeds aspx?data=3p30PLk2vPIglgR7GViclatar!
Friendly Link: http://wiww.dea.com/VHOUS1251501984/REEFeads.aspx?Name=Academic Affairs News
Custom Link {Includes additional fialds embadded in the rss document): http:/fwww.dea.com/VHOUS125150

2FTEAri2NpIZSallU%2d

The tab also shows the four links for the RSS feed.

Figure 6-35: Add RSS Feed page, History tab

5. Click the History tab to open it and view the history for the selected feed.

Admin Calendar Submit Event My Account Help

Created Date: 7/12/2013 3:55 AM
Created By: VijayKumar
Updated Date: 5/8/2013 1:02 PM
Updated By: Technical Writer

Preview Link: http://www.dea.com/VHOUE1251501984/RS5Feeds.aspx?data=3p3oPLk3vPIglgR7GViclatprYEG % 2fjF
Encrypted Link: http:/fwwnw.dea.com/VHOUB1251501984/RS5Feeds.aspx?data=3p30PLk3vPIglgR7GViclatpryEGYa2
Friendly Link: http://vww.dea.com/VHOUB1251501984/RSSFeads.aspx?Name=~Academic Affairs News

Custom Link (Includes additicnal fields embedded in the rss document): http://www.dea.com/VHOUB1251501984/R

2FTHIArZNpIZSalle3d

Master Calendar Setup Guide

229



Administering Master Calendar

Managing Menus in your Master Calendar
System

When Master Calendar isfirst installed, the main menu, or system menu, has a default layout
as shown Figure 6-36. This default layout includes not only the wording that is used for the
main menu options, or parent options, but also, the order of the child options on each of the
parent menus.

Figure 6-36: Main Menu, default layout

Admin Calendar Submit Event My Account Help

Figure 6-37: Main Menu, default layout with Links parent menu activated

Admin Calendar Submit Event Links My Account Help

When you first log in to Master Calendar, Figure 6-36 shows what the main menu

@ looks like; however, there is another Parent option that is available for the main
menu—the Links option as shown in Figure 6-37. The Links option is displayed on
the main menu after you add user-defined child options for it.

Figure 6-38: Example of the default Admin menu showing child menu options

Admin Calendar Su

Events & Special
Dates
Groupings &
Calendars

Configuration
Security
Site Administration

Admin Functions

You can edit the main menu by doing one or more of the following:

» Editing the text that is used for the main menu options, or system options.
» Editing the order of the options on the main menu.

» Editing the text that is used for child menu options, or system options.

» Editing the order of child menu options.

You can also add your own options, or user-defined options, to the main menu.

Managing menu options consists of editing main menu options and child menu options,
adding user-defined options, editing user-defined menu options, entering tranglations for
menu text and menu options, and del eting user-defined menu options. You can also view the
history for amenu option.
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To edit a menu option

1. Under the Admin Panel main menu option, point to Site Administration, and then click
Menus.

The Manage Menus page opens. The System tab is the opened tab. All the current main
menu options are displayed on thistab. Thistab aso lists all the child menu options that
you can edit.

Figure 6-39: Manage Menus page, System tab

Admin Calendar Submit Event My Account Help

Actions
Edit

N —

[] Description + Url Parent

[0 Admin

[ Calendar default.aspx

[0 Change Password ChangePass.aspx My Options
[] Contents empty Help

[ Help

[0 Knowledge Base empty Help

[J Links

[ Login Login.aspx Iy Account
[0 Log Out Logout aspx My Account
[0 My Account

[0 My Notifications ManageSubscription.aspx My Options
[0 My Options

[0 View My Requests BrowseRequests.aspx Iy Options

2. Select the main menu option or child menu option that you are editing.
3. Under Actions, click Edit.

The Add Menu page opens. The Detailstab isthe opened tab. You use the options on this
tab to change the description of the menu option, its position (Sequence) on the menu, or
both.
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Figure 6-40: Add Menu page, Details tab

| ocrs | veansions | ooy | ]

Description:™
|Calenda[ |

Sequence:®

Link:*
default aspo

Parent:
{none) v

New Window
Authenticated Users Only

o

4. After you make the changes to the menu option, click Save.

5. To seeyour change, log out of Master Calendar, then log back in to Master Calendar.

Figure 6-41: Example of main menu with edited option

Admin Submit Event My Account Help Calendar)

To add a user-defined option to the main menu

A user-defined option links to awebsite that is outside of Master Calendar. When you add
this option to the main menu, you can indicate if the website to which you are linking is to

openin anew window, and if only userswho log in to Master Calendar can see the option on
the menu.

1. Under the Admin Panel main menu option, point to Site Administration, and then click
Menus.

The Manage Menus page opens. The System tab is the opened tab. All the current main

menu options are displayed on thistab. This tab also lists all the child menu options that
you can edit.
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Figure 6-42: Manage Menus page, System tab

Admin Calendar Submit Event My Account Help

Actions
Edit
L Memws |
[] Description = Url Parent
] Admin
[ Calendar default.aspx
[ Change Password ChangePass.aspx My Options
[ Contents empty Help
[] Help
[0 Knowledge Base empty Help
[] Links
[ Legin Login.aspx My Account
[ Log Cut Logout.aspx My Account
[ My Account
[0 MWy Motifications ManageSubscription.aspx My Options
[] My Options
[0 View My Requests BrowseRequests.aspx My Options
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2. Click the User Defined tab to openiit.
All currently active user-defined optionsin Master Calendar are displayed on this tab.
Figure 6-43: Manage Menus page, User Defined tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delete

L Memws

[]  Description ~ url Parent
0  Submit Event AddEvent.aspx

3. Under Actions, click Add.

The Add Menu page opens. The Details tab is the opened tab. You use the options on this
tab to specify the information for the user-defined menu option.

Figure 6-44: Add Menu page, Details tab

Admin Calendar Submit Event My Account Help

Description:*

SE?UEHCEZ’

Link:*
|

Parent:
[{none) v]

[INew Window
[J Authenticated Users Only

4. Enter the information for the user-defined menu option.

Field Description
Description The wording for the menu option.
Sequence The order of the option on the menu.
Link A link to an outside website.
Parent The main menu option under which you are placing the user-defined option.

New Window Select this option to have the website to which you are linking the option openin a
new window (leaving the Master Calendar window open.)

Authenticated Select this option to have only those users who have logged into Master Calendar
Users Only see the link.
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5. Click Save.
The Details tab closes and you return to the System tab of the Manage Menus page.

6. Click the User Defined tab to open it and view the newly added user-defined link.
Figure 6-45: Manage Menus page, User Defined tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delste

[] Description ~ url Parent
[] Main Campus Homepage www._ou.edu
[] Submit Event AddEvent.aspx

7. To seeyour user-defined menu option, log out of Master Calendar, and then log back in
to Master Calendar.

Figure 6-46: Example of User-Defined menu option added to Admin menu

‘Main Campus Homepage Admin Calendar Submit Event My Account Help

To edit a user-defined menu option
1. Under the Admin Panel main menu option, point to Site Administration, and then click

Menus.

The Manage Menus page opens. The System tab is the opened tab. All the current main
menu options are displayed on thistab. Thistab also lists all the child menu options that
you can edit.

Figure 6-47: Manage Menus page, System tab

Admin Calendar Submit Event My Account Help

Actions
Edit

[] Description + Url Parent

] Admin

[] Calendar default.aspx

[] Change Password ChangePass.aspx My Options
[] Contents empty Help

[] Help

[0 Knowledge Base empty Help

[] Links

] Logln Login.aspx My Account
[] LogOut Logout.aspx My Account
O

My Account
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2. Click the User Defined tab to openiit.

Figure 6-48: Manage Menus page, User Defined tab

Admin Calendar Submit Event My Account Help

Actions

Add | Edit | Delste

[] Description ~ url Parent
[] Main Campus Homepage www._ou.edu
[] Submit Event AddEvent.aspx

3. Select the menu option that you are editing.

4. Under Actions, click Edit.

The Add Menu page opens. The Detailstab is the opened tab.

Figure 6-49: Add Menu page, Details tab

Admin Calendar Submit Event My Account Help

Description:*

|Main Campus Webpage |

Sequence:”
i

Link:*

|www. ou.edu

Parent:

[{none)

]

[INew Window
[J Authenticated Users Only

5. Edit any and all of the associated information as needed.

Field Description
Description The wording for the menu option.
Sequence The order of the option on the menu.
Link A link to an outside website.
Parent The main menu option under which you are placing this user-defined option.
New Window Select this option to have the website to which you are linking the option be

displayed in a new window (leaving the Master Calendar window open.)

Authenticated Select this option to have only those users who have logged into Master Calendar
Users Only see the link.
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6. Click Save.
The Details tab closes and you return to the System tab of the Menus page.

7. To seeyour edited menu option, log off the system, then log back in to the system and
open the User Defined tab.

To enter translations for menu text and options

If you have configured one more or more cultures for Master Calendar, then you must
manually enter the corresponding translations for the main menu text and menu options,
including user-defined menu options.

1. Under the Admin Panel main menu option, point to Site Administration, and then click
Menus.

The Manage Menus page opens. The System tab is the opened tab. All the current main
menu options are displayed on thistab. Thistab also lists all the child menu options for
all menus other than the Admin menu for which you can enter trandations.

Figure 6-50: Manage Menus page, System tab

Admin Calendar Submit Event My Account Help

Actions
Edit

: ]
. [ —
[] Description + Url Parent
] Admin
[] Calendar default.aspx
[] Change Password ChangePass.aspx My Options
[] Contents empty Help
[] Help
[0 Knowledge Base empty Help
[] Links
] Logln Login.aspx My Account
[] LogOut Logout.aspx My Account
] My Account
[] My Notifications ManageSubscription.aspx My Options
[] My Options
] View My Requests BrowseRequests.aspx My Options

2. If needed, open the Admin tab or User Defined tab.

The Admin tab lists all the Admin menu options for which you can enter
@ tranglations.
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3. Select the main menu text or menu option for which you are entering a translation, and
then click Edit.

The Add Menu page opens. The Details tab is the opened tab.
Figure 6-51: Add Menu page, Details tab

Admin Calendar Submit Event My Account Help

Description:*
|Main Campus Webpage |

Sequence:”
i

Link:*

|www. ou.edu

Parent:
[{none) v]

[INew Window
[J Authenticated Users Only

4. Click the Trandations tab to open it.
All the cultures that you have configured for Master Calendar are displayed on this page.
Figure 6-52: Add Menu page, Translations tab

Admin Calendar Submit Event My Account Help

Translations
Culture Text
English
English (Ireland)
English (Malaysia)

[ sove ] corce
5. Enter the appropriate trangation for every culture that is displayed on the page.
6. Click Save.
The Trandations tab closes. You return to the opened tab for the selected menu text or
menu option.

A user'sor guest's Browser language must be set to the appropriate culture
(language) to display these translations after opening and/or logging in to Master
Calendar.
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To delete a user-defined menu option

You can delete only user-defined menu options. You cannot delete a system menu option.

1. Under the Admin Panel main menu option, point to Site Administration, and then click
Menus.
The Manage Menus page opens. The System tab is the opened tab. All the current main
menu options are displayed on this tab.

Figure 6-53: Manage Menus page, System tab

Admin Calendar Submit Event My Account Help

Actions
Edit

: ]
. [ —
[] Description + Url Parent
] Admin
[] Calendar default.aspx
[] Change Password ChangePass.aspx My Options
[] Contents empty Help
[] Help
[0 Knowledge Base empty Help
[] Links
] Logln Login.aspx My Account
[] LogOut Logout.aspx My Account
] My Account
[] My Notifications ManageSubscription.aspx My Options
[] My Options
] View My Requests BrowseRequests.aspx My Options

2. Click the User Defined tab to openiit.
3. Select the menu option that you are deleting.

To select all user-defined menu options on the currently opened page for deletion
in a single step, select Description. If you have multiple pages of optionsto delete,
you must repeat this entire process on each page.

4. Under Actions, click Delete.

A message opens, asking you if you are sure that you want to delete all the selected
menu options.

5. Click OK in the message.
A message opens indicating that all the selected menu options were successfully deleted.
6. Click OK inthe message.

The User Defined tab is refreshed to show the remaining, if any, user-defined menu
optionsin Master Calendar.
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To view the history for a menu option

The history for an menu option consists of the original creation date of the option, the name
of the user who created the option, the last date that the option was edited, and the name of
the user who last edited the option. You can view the history for both system menu options
and user-defined menu options.

1. Under the Admin Panel main menu option, point to Site Administration, and then click
Menus.

The Manage Menus page opens. The System tab is the opened tab.
Figure 6-54: Manage Menus page, System tab

Admin Calendar Submit Event My Account Help

Actions
Edit

[
:
:

[] Description + Url Parent

] Admin

[] Calendar default.aspx

[] Change Password ChangePass.aspx My Options
[] Contents empty Help

[] Help

[0 Knowledge Base empty Help

[] Links

2. If needed, click the Admin tab or the User Defined tab to openit.
Select the menu option for which you are viewing the history.
4. Under Actions, click Edit.

The Add Menu page opens. The Details tab is the opened tab.
Figure 6-55: Add Menu page, Details tab

Admin Calendar Submit Event My Account Help

Description:*
|Change Password |

Sequence:”
i

Link:*
ChangePass.aspx

Parent:
My Opfions w

New Window
| Authenticated Users Only
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5. Click the History tab to open it and view the history for the menu option.
Figure 6-56: Add Menu page, History tab

Admin Calendar Submit Event My Account Help

s | v

Created Date: 7/8/2010 2:25 PM
Created By: dbo
Updated Date: 7/6/2010 2:25 FM
Updated By: dbo
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Viewing and Updating Master Calendar
Registration Information

Asthe Master Calendar site administrator, you can use the Registration function to view, and
if needed, update your Master Calendar registration information. Thisinformation, which is
provided to your organization by EMS Software includes your company name, address,
calendar limit, the expiration date for your registration, the products licensed, and a unique
key code to activate the registration.

To view and update Master Calendar registration information

1. Under the Admin Panel main menu option, point to Site Administration, and then click
Registration.
The Registration page opens. The pagelistsall your current Master Calendar registration
information.

Figure 6-57: Master Calendar Registration page

Admin Calendar Submit Event My Account Help

License information is correct.

CompanyMame:
EMS Master Calendar Demao
Address1:

Far DEA Use Only

Address2:

Address4:

|

|
Address3:

|

|

Calendar Limit:
100

Expiration Date:
MM: DD: Y

Products Licensed:
||'~"|].C|0fN 101,M102,M103

Kef Code:®

2. If needed, you can update this information.

Do not edit any information on this page unless you receive new information
from EMS Software. The information is case-sensitive. You must enter the
information exactly as EMS Software providesit to your organization, or you
cannot save the updated information. EMS Sofiware recommends that instead of
manually entering any modifications, that you copy and paste the new
information line by line on this page.
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Managing Data Sources

In Master Calendar, as the site administrator, you have the option of setting up new event
types and holidays (special dates); however, if you are an existing EM S customer who uses
any of the EM S products—Campus, Enterprise, Professional, Legal, and so on—this means
that you have aready configured this information for your EM S application. Rather than
creating new items, if your organization has purchased the optional module, Master Calendar
Data Connectors, you can use the data sources function in Master Calendar to carry out aone
time import of event types and holidays from your EM S application into Master Calendar.
You can import event types and holidays from one or more EM S databases to one or more
calendarsin Master Calendar. Also, at the data source level, you can select ahigh-level view
of your user-defined fields (UDFs) in your EM S database, and you can then run a connector
to import one or more selected UDFs and their associated answersinto your Master Calendar
database. Managing data sourcesin Master Calendar consists of adding data sources,
deleting data sources, importing the event types, importing the holidays, and selecting the
UDFsthat are to be imported. You can also view the history of event type mapping between
your EMS database and your Master Calendar database.

For setting up new event types, see “ Managing Event Types’ . For setting up
@ new holidays (special dates), see “ Managing Special Dates” .

To add a data source

244

Master Calendar Data Connector script against the EMS database. Thisis
REQUIRED to be able to connect the EMS database to the Master Calendar
database. Refer to the EMS Master Calendar Installation Instructions document
for more information.

i For an EMS database to be used as a data source, you must first execute the

1. Under the Admin Panel main menu option, point to Site Administration, and then click
Data Sources.

The Manage Data Sources page opens. This page lists al the currently available data
sources in Master Calendar.

Figure 6-58: Manage Data Sources page

Admin Calendar Submit Event My Account Help

Actions
Add | Delete | Event Types | User Defined Fields | Holidays

[] Description ~ Database Server Database Created Created
Name Name By Date
A & S Datasource devdb 43test Technical Writar 7/11/2013 1:35:36 PM

BH & G Datasource devdb 43test Technical Writer 7/12/2013 10:09:34

Connector test devdb 43test Michael Ingoglia 6/26/2013 5:04:55 PM

1O o0od

Department of Chemistry devdb 43test Technical Writer 7/12/2013 10:08:30
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2. Under Actions, click Add.
The Add Data Source page opens.
Figure 6-59: Add Data Source page

Administering Master Calendar

Admin Calendar Submit Event My Account Help

Description:*

5

I:‘ EMS database is on the same server or you are using a linked server,

Database Server Nama:*

W

Databass Mame:*

W

rocon s ] o ] o

3. Add theinformation for the data source.

»  Description—The name of the database into which you are importing the event types

and/or holidays

» Database Server Name—The name for the database server on which the EM S
database resides. (The EM S database from which you areimporting theinformation.)

o Database Name—The name of the EM S database from which you are importing the

event types and/or holidays.

4. If appropriate, select the option “EM S database resides on the same server or you are

using alinked server.”

&

You can obtain the database server name and the database name by logging in to
the EMS client and then choosing Select File > Change Database, or you can

work with your local Database Administrator to obtain the correct server name

and database name.

5. Click Test Data Source.

If Master Calendar can connect to the specified EM S database, a message opens
indicating that the “ Connection succeeded.” Otherwise, the message indicates that the
“Connection failed,” and provides areason for the failure. You must make the necessary
changes to the data connector, and test the connection again.

6. After the message indicates that the “ Connection succeeded,” click Save.
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To delete a data source

When you a delete a data source, all the connectors that use this data sources and the

associated events are del eted.
1. Under the Admin Panel main menu option, point to Site Administration, and then click
Data Sources.

The Manage Data Sources page opens. This page lists all the currently available data
sourcesin Master Calendar.

Figure 6-60: Manage Data Sources page

Admin Calendar Submit Event My Account Help

Actions
Add | Delete | Event Types | User Defined Fields | Holidays

[] Description ~ Database Server Database Created Created
Name Name By Date
[[] A &S Datasource devdb 43test Technical Writer 7/11/2013 1:35:36 PM
[[] BH & G Datasource devdb 43test Technical Writer 7/12/2013 10:09:34
D Connector test devdb 43test Michael Ingoglia 6/26/2013 5:04:55 PM
D Department of Chemistry devdb 43test Technical Writer 7/12/2013 10:08:30
DS AM

2. Select the data sources that you are deleting.

To select all data sources on the currently opened page for deletion in a single
step, select Description. If you have multiple pages of data sourcesto delete, you
must repeat this entire process on each page.

3. Under Actions, click Delete.

A message opens, informing you that all connectors that use this data source and
associated events are deleted and asking you if you are sure that you want to continue.

4. Click OK inthe message.
A message opens indicating that al the selected data sources were successfully deleted.
5. Click OK in the message.

The Data Sources page is refreshed to show the remaining, if any, data sourcesin Master
Calendar.
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To import the EMS event types

When you are importing event types from EM S into Master Calendar, you have three
options. You can:

Map an EM S event type to an existing Master Calendar event type.
Create an EM S event type in Master Calendar if it does not already exist.
Indicate that you do not want to import the EM'S event type.

Under the Admin Panel main menu option, point to Site Administration, and then click
Data Sources.

The Manage Data Sources page opens. This page lists all the currently available data
sourcesin Master Calendar.

Figure 6-61: Manage Data Sources page

Admin Calendar Submit Event My Account Help

Actions
Add | Delete | Event Types | User Defined Fields | Holidays

[] Description ~ Database Server Database Created Created
Name Name By Date
[[] A &S Datasource devdb 43test Technical Writer 7/11/2013 1:35:36 PM
[[] BH & G Datasource devdb 43test Technical Writer 7/12/2013 10:09:34
AM
D Connector test devdb 43test Michael Ingoglia 6/26/2013 5:04:55 PM
D Department of Chemistry devdb 43test Technical Writer 7/12/2013 10:08:30
DS

2. Select the data source from which you are importing the event types and then, under

Actions, click Event Types.

The Data Source Event Types page opens. This page lists al the currently defined event
types for the selected data source. It also shows the mapping for each event type, or
whether it has been set to “Do Not Use.” If an EM S event type has not been mapped to a
Master Calendar event type, and it has not been set to “Do Not Use,” then the * Create”
option is displayed for it in the Master Calendar Event Type list.

Figure 6-62: Event Types page

Data Sources:*

v
Event Types
EMS Event Type « MC Event Type

Académico - 1 <Create>

Académico - 2 <Create>

Académico - 3 <Create>

Académico - 4 <Create>

Academic Academic

Athletic Athletic

Class Class
Concert Concert
Conference Conference

Dinner Dinner
Class Class

Concert Concert
Conference Conference
Dinner Dinner
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3. For any of the unmapped EMS event types, click Create to open the Event Type
Mapping dialog box. The Description tab on this dialog box lists al the currently active
Master Calendar event types. The “Do Not Use” option is also displayed on thislist.

If you do not see the Master Calendar event type to which you want to map the

@ EMSevent type, either it has not been created, or it is currently inactivein Master
Calendar. To add a new event type, or to activate a currently inactive event type,
see “ To add an event type” or “ To activate an event type” , respectively.

Figure 6-63: Event Type Mapping dialog box

Description .'i“;' o i\i:

Event Types:

<Do Mot Use= S
Alumni
Easeball
Easketball
E Class
Community
Concert
Conference
Dinner
Extracurricular
Football Fa
Fundraiser

4. Ontheligt, select the Master Calendar event type to which you are mapping the EMS
event type, or select Do Not Use.

5. Optionaly, for any of the currently mapped EM S event types, change the mapping, or set
the mapping to “Do Not Use.”

All EMSevent typesthat you leavein a'<Create>" statuswill be created in Master
Calendar when you save your event type mappings. On the Master Calendar main
menu, select Admin > Configuration > Event Types to view a global list of all the

event types that are being stored in your Master Calendar database, regardless of
their data source.

6. Click Save on the Master Calendar dialog box.
The Master Calendar dialog box opens. You return to the Event Types page.
7. Click Save on the Event Types page.

A message opens asking you if you are sure that you want to save all the event types.

8. Click OK inthe message.

The message closes. The page is refreshed to show the newly selected mapping for the
EMS event type.
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To view the history for an event type mapping

The history for an event type mapping consists of the original creation date of the mapping,
the name of the user who created the mapping, the last date that the mapping was edited, and
the name of the user who last edited the mapping.

1. Under the Admin Panel main menu option, point to Site Administration, and then click
Data Sources.

The Manage Data Sources page opens. This page lists all the currently available data
sources in Master Calendar.

Figure 6-64: Manage Data Sources page

Admin Calendar Submit Event My Account Help

Actions
Add | Delete | Event Types | User Defined Fields | Holidays

[] Description ~ Database Server Database Created Created
Name Name By Date
[[] A &S Datasource devdb 43test Technical Writer 7/11/2013 1:35:36 PM
[[] BH & G Datasource devdb 43test Technical Writer 7/12/2013 10:09:34
D Connector test devdb 43test Michael Ingoglia 6/26/2013 5:04:55 PM
D Department of Chemistry devdb 43test Technical Writer 7/12/2013 10:08:30
DS AM

2. Select the data source from which you are viewing the history of the event mappings.
3. Under Actions, click Event Types.

The Event Types page opens. This page lists al the currently defined event types for the
selected data source.

Figure 6-65: Event Types page

Data Sources:™

v

EMS Event Type « MC Event Type
Académico - 1 <Create>
Académico - 2 <Create>
Académico - 3 <Create>
Académico - 4 <Create>
Academic Academic
Athletic Athletic
Class
Concert
Conference
Dinner
Class
Concert
Conferance
Dinner
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4. Click the MC Event Type link for the mapping for which you are viewing the history.
The Event Type Mapping dialog box opens. The Description tab is the opened tab.
Figure 6-66: Event Type Mapping dialog box, Description tab

Extracurricular
Football Fa

Fundraiser

5. Click the History tab to open it and view the history for the selected mapping.
Figure 6-67: Event Type Mapping dialog box, History tab

‘ Description History

Created Date: 7/11/2013 1:07 PM
Created By: Rob Turner
Updated Date: 7/11/2013 1:07 PM
Updated By: Rob Turner
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To import the EMS holidays

The EMSterm“ holiday” is equivalent to the Master Calendar term “ special
date.”

1. Under the Admin Panel main menu option, point to Site Administration, and then click
Data Sources.

The Manage Data Sources page opens. This page lists all the currently available data
sourcesin Master Calendar.

Figure 6-68: Manage Data Sources page

Admin Calendar Submit Event My Account Help

Actions
Add | Delete | Event Types | User Defined Fields | Holidays

[] Description ~ Database Server Database Created Created

Name Name By Date
[[] A &S Datasource devdb 43test Technical Writer 7/11/2013 1:35:36 PM
[[] BH & G Datasource devdb 43test Technical Writer :.-"\‘ZIII.Z.QGIB 10:09:34
[[] Cennector test devdb 43test Michael Ingoglia 6/26/2013 5:04:55 PM
O g;par{ment of Chemistry  devdb 43test Technical Writer :.-"\‘:III.Z.-QGIB 10:08:30

2. Select the data source from which you are importing the holidays.

3. Under Actions, click Holidays.

The Holidays page open. The New tab is the opened tab. Thistab lists the records for up
to the first 50 holidays that are defined in the selected data source and that have a date

greater than or equal to the current day’s date.
Figure 6-69: Holidays page, New tab

Admin Calendar Submit Event My Account Help

Data Sources:™ Start Date: Title:
Tammy's DS ~ | ru' | | (Go]

X
The tOi 50 records are di5i|aied.

[] Description Date Notes  Color Building
] Spring 2014 First Day of 1/20/2014 ]
Classes Mon #000000
[] Sadie Hawkin's Dance 2/14/2014 Fri n
#000000

[ Children's Hospital Easter Egg ~ 4/9/2014 Wed ]
Roll #000000

B
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4. Optionally, to refine thislist, do one or both of the following:
¢ [Inthe Start Datefield, enter adifferent start date.

* IntheTitlefield, enter partial or complete search criteria for the holiday description.

The search is limited to the exact order of the charactersin the string; however,

@ the search string is not case-sensitive and the search string can be found anywhere
in the search results. For example, the search string “ scout” returns holidays that
contain either Scouting Day or Boy Scouts’ Day.

5. Click Go.
The page is refreshed to show the Holidays that meet your search criteria.
6. Select the holidaysthat are to be imported from the selected data source, and then Add.

To select all holidays on the currently opened page for importing in a single step,
select Description. If you have multiple pages of holidays to import, you must
repeat this entire process on each page.

A message opens asking you if you are sure that you want to add all the selected
holidays.
7. Click OK in the message.

The message closes. You remain on the Holidays page.

When you import EMS holidays into your Master Calendar database, all the
imported holidays are added to all the calendarsin Master Calendar. You must
manually delete the dates from the calendars on which you do not want the
holidays to be displayed. See “ To delete a special date” .

8. Optionaly, click the Existing tab to open it and view the list of al the holidays that you
have imported into Master Calendar.
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To select the EMS user-defined fields (UDFs) for importing
1. Under the Admin Panel main menu option, point to Site Administration, and then click
Data Sources.

The Manage Data Sources page opens. This page lists all the currently available data
sourcesin Master Calendar.

Figure 6-70: Manage Data Sources page

Admin Calendar Submit Event My Account Help

Actions
Add | Delete | Event Types | User Defined Fields | Holidays

[] Description ~ Database Server Database Created Created

Name Name By Date
[[] A &S Datasource devdb 43test Technical Writer 7/11/2013 1:35:36 PM
[[] BH & G Datasource devdb 43test Technical Writer :.-"\‘ZIII.Z.QGIB 10:09:34
[[] Cennector test devdb 43test Michael Ingoglia 6/26/2013 5:04:55 PM
D g;par{ment of Chemistry devdb 43test Technical Writer 7/12/2013 10:08:30

2. Select the data source from which you are importing the UDFs.
3. Under Actions, click User Defined Fields.

The EM S UDFs page opens. Only those UDFs that have the Field Applies To:
Reservation configured within the EM S database are displayed on the page.

Figure 6-71: EMS UDFs page

Admin Calendar Submit Event My Account Help

Data Sources:™
Tammy's DS ~

User Defined Fields: Selected User Defined Fields:
Booking - Date

Booking - Inactive A
Booking - List

Booking - Numeric

Booking - Text

Booking - Text Multiline

Booking Level

2 AVY

You can find those UDFsthat have the Field Applies To: Reservation configured
within the EMS database in the EMSclient under Configuration > Other > User
Defined Fields.
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4. Onthe User Defined Fieldslist, select the UDF that is to be imported from the selected

data source (CTRL-click to select multiple UDFs), and then click the Add button p to
move the UDFs to the Assigned list.

@ To move all the UDFsin a single step, click the Add All button pp .

5. Click Save.

6. You must now run a connector to import the selected UDFs and their associated answers
into your Master Calendar database. See“To run aconnector” in “Managing Connectors
in Master Calendar.”
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Managing Connectors in Master Calendar

A connector isadirect feed from your EM S database to your Master Calendar database. If
you are an EM S customer and a Master Calendar customer, a connector prevents you from
having to carry out double entry of your events. You can enter all your events once into your
EMS system, then use a connector to import one or more, or al your EM S eventsinto Master
Caendar. To import EMS eventsinto Master Calendar, you must indicate the data source
that you want to use to connect to the EM S database and the calendars to which to import the
events. You can define the connector as broad or as narrow as you need it to best meet your
organization’s business needs. For example, if you have an academic calendar in Master
Calendar, you might want to import all EM S events with an event type of “Class’ to the
Academic calendar. You must also use a connector to import selected UDFsinto your Master
Calendar database. Managing connectorsin Master Calendar consists of adding a connector,
filtering the events to import, setting the frequency of the import, activating and inactivating
connectors, editing a connector, running a connector, purging a connector, and deleting a
connector. You can aso generate a Connectors List report and you can view the history for a

connector.

As with data sources, the Connector function requires that your organization
purchase the optional module, Master Calendar Data Connectors.

To add a connector

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Connectors.

The Manage Connectors page opens. The Active tab is the opened tab. All the currently
active connectors in Master Calendar are displayed on this tab.

Figure 6-72: Manage Connectors page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Purge | Run | Print

Connectors

[] Name = Data Source

[] Arts and Sciences RP

[] Biology UDFs BH & G Datasource
[] Education UDFs Connector test

[0 Field Services Events Connector test
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2. Under Actions, click Add.
A Data Source list is displayed.
Figure 6-73: Data Source List

Data Source:™

[+

3. Select the data source that you want to use for the connector.

Remember, the data source is for the connection to the EMS database. If you do
not see the data source that you want to use for the connector, then it has not
been created. To add a data source, see “ To add a data source” .

The Add Connector page opens. The Detailstab is the opened tab. You use the options
on thistab to add the basic information for the connector.

Figure 6-74: Add Connector page, Details tab

Admin Calendar Submit Event My Account Help

Data Source:™
Tammy's DS ~

e s

Connector Name:™

Calendars:*

| vl
Wl Automatically Match Event Type
Event Type:

{none) w

[JAutomatically create building and room fields in Master Calendar

[JBookings require approval
[JHide Contact Name
[THide Contact Email
[JHide Contact Phone

Location Format:
[Building Code - Room Code

hd
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4, Enter the information for the connector.

Field

Description

Connector Name

The title or the name for the connector.

Calendars

A list of all active calendars to which you have access as a Calendar
Manager. Click the Lookup icon to open the Calendars dialog box and
select the calendar or calendars to which you are importing the EMS
events.

Automatically Match

Selected by default. If you leave this option selected, then every event

Event Type type in the selected data source is mapped according to the event type
mapping that you carried out for the data source. (See “To add a data
source”.) If you clear this option, then the Event Type dropdown list
becomes available.

Event Type Available only if you clear the Automatically Match Event Type option.

Every event type in the selected data source will be mapped to the
Master Calendar event type that you select on this dropdown list.

Automatically create
building and room fields
in Master Calendar

If you select this option, then all the buildings and rooms for all the
imported events are also imported into Master Calendar. The imported
buildings are displayed as locations. (See “Managing Event
Locations”.) The imported rooms are displayed as sub-locations. See
“Managing Event Sub-Locations”.)

Bookings Require
Approval

If you select this option, the imported events will follow the approval
workflow for the Manage Events option. See Managing Events in the
Master Calendar User’s Manual.

Hide Contact Name

If you select this option, the name of the event'’s contact person does not
show on the calendars to which the event is imported.

Hide Contact Email

If you select this option, the contact email for the event does not show
on the calendars to which the event is imported.

Hide Contact Phone
Number

If you select this option, the contact phone number for the event does
not show on the calendars to which the event is imported.

Location Format

Determines the location format that is imported from EMS. For example,
if one of the buildings for an event type is the Strong building, you can
indicate whether you want to import the EMS Building Description
(STRONG) or the EMS Building Code (STR). Eight options are
available:

¢ Building Code - Room Code

¢ Building Code - Room Description

« Building Description - Room Code

« Building Description - Room Description
¢ Building Code

¢ Building Description

* Room Code

* Room Description

5. Continueto “Tofilter the EMS events”.

Master Calendar Setup Guide

257



Administering Master Calendar

To filter the EMS events

When you filter the EM S events, you must select at |east one event type, one status, and one

group type, or no events are pulled from your EM S database into your Master Calendar
database.

1. Click the Filterstab to openit.

The Buildings label, Rooms label, Group Types label, and Group label that you

@ see on the Filterstab are brought over from the EMS data source. You configure
these labels in the EMS Database under System Administration > Settings >
Parameters. Asterisks next to Event Types, Satuses, and Group Typesindicate that
the EMS Display on Web setting is enabled for the item.

2. Select at least one event type, one status, and one group type. CTRL-click to select
multiple event types, statuses, and group types.

3. If you do not select any specific groups for agroup type, then EMS eventstied to all
groups are pulled. Optionally, to filter the connector based on the EM S events for a
specific group:

* Click Add to open an EMS Group Lookup dialog box.

* IntheFilter field, specify the search criteria for the group, and then click Go.

The search is limited to the exact order of charactersin the search string, and the
@ string must begin with the information for which you are searching. The string is

not case-sensitive. For example, if you enter “ admin” asyour search string for All

groups, “ Administrators’ isreturned in the search results, but DnsAdminsis not.

* Fromthe search results, select the group that you are using as afilter (CTRL-click to
select multiple groups), and then click Add to move the groups to the Groups list.

To remove groups, select the department (CTRL-click to select multiple groups),
and then click Remove.

4. Optionally, do one or both of the following:

»  Select (All) to pull all EMS events booked in al EMS buildings, or pick a specific
building. If you pick a specific building, you must also select the building rooms.

@ To select all rooms for a building a single step, click the Move All (>>) button.

» Tofilter the EMS events based on a specific response to a specific UDF, select the

UDF on the User Defined Fields dropdown list, and select the answer on the Answer
dropdown list.

5. Continueto “To specify the frequency of the dataimport” .
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To specify the frequency of the data import

The frequency of the dataimport means how often are you querying the EM S database. The
greater the frequency, the more current is the “synch up” between your EM S database and
your Master Calendar database.

1. Click the Retrieval tab to open it.
Figure 6-75: Add Connector page, Retrieval tab

Admin Calendar Submit Event My Account Help

Data Source:™

Tammy's DS ~
[T=m |

Date Range
Time Period:

Range of Days ~

Days Forward:*

Frequency
® Daily O weekly O Minutes
Run Time:

[ 1®

2. Specify the information for the frequency of the dataretrieval.

Field Description

Time Period The time frame for which the events are to be imported. Two values are
available:

« Range of Days (default value)—If you select this value, you must also
specify a Days Forward value.

« Specific Dates—If you select this value, the Days Forward field is
removed from the tab. Fields for specific dates (Start Date/End Date/
No End Date) are displayed instead.

Days Forward Available only if you select Range of Days for the Time Period. Indicates
the number of days into the future from the current day’s date that the
event types are to be imported from the EMS database.

Start Date/End Date/No | Available only if you select Specific Dates for the Time Period. You must
End Date enter a start date. You must enter an end date, or you must select No
End Date.

Note: If you select No End Date, then all future events are pulled.
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Field Description

Frequency Indicates how often you are querying the EMS database.

« Daily—If you select this option, you must also indicate the run time
for the data import. (For example, daily at 1:30 a.m.)

* Weekly—If you select this option, you must also indicate the day of
the week and the run time for the data import. (For example, every
Wednesday at 2:00 p.m.)

« Minutes—If you select this option, you must indicate the intervals (in
minutes) of the data import. (For example, every 15 minutes.)

3. Click Save.
The connector is saved as an active connector in Master Calendar.

To activate a connector

1. Under the Admin Panel main menu option, point to Events & Specia Dates, and then
click Connectors.

The Manage Connectors page opens. The Active tab is the opened tab. All the currently
active connectorsin Master Calendar are displayed on this tab.

Figure 6-76: Manage Connectors page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Purge | Run | Print

Connectors

[] | Name ~ Data Source

[ Ars and Sciences RP

[] Biology UDFs BH & G Datasource
[] Education UDFs Connector test

2. Click the Inactive tab to open.
All currently inactive connectors in Master Calendar are displayed on this tab.

Figure 6-77: Connectors page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delete | Purge | Print

Connectors
[] | Name = Data Source
[] Auto Create Buildings Connector test
[ Indium Test Connector Edited Test indium
[] Indium testing Test indium
[0 MHI Connect Connector test
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3. Select the connector that you are activating.
4. Under Actions, click Edit.
The Add Connector page opens. The Detailstab isthe opened tab. The Inactive optionis

selected.
Figure 6-78: Add Connector page, Details tab, Inactive connector

Admin Calendar Submit Event My Account Help

e s

Connector Name:* S_tatus: )

[Auto Create Buildi | O Active ® Inactive
Calendars:™

[Auto Create Buildi V]

W] Automatically Match Event Type
Event Type:

{none)
Wl Automatically create building and room fields in Master Calendar

Wl Bookings require approval
WM Hide Contact Name
[THide Contact Email
[JHide Contact Phone

Location Format:
[Room Description

5. Select Active.

6. Click Save.
The connector is saved and is displayed on the Active tab on the Connectors page.

b

hd

Figure 6-79: Manage Connectors page, Active tab

Admin Calendar Submit Event My Account Help

Actions

Add | Edit | Purge | Run | Print
Connectors
[] Name = Data Source
[ Ars and Sciences RP
| [ Auto Create Buildings Connector test |
[] Biology UDFs BH & G Dalasource
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To inactivate a connector
1. Under the Admin Panel main menu option, point to Events & Special Dates, and then

click Connectors.
The Manage Connectors page opens. The Active tab is the opened tab. All the currently
active connectors in Master Calendar are displayed on this tab.

Figure 6-80: Manage Connectors page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Purge | Run | Print

Data Source

Name *
Arts and Sciences RP

Auto Create Buildings Connector test
Biology UDFs BH & G Datasource

Odoio

2. Select the connector that you inactivating.

3. Under Actions, click Edit.
The Add Connector page opens. The Detailstab is the opened tab. The Active optionis

selected.

Figure 6-81: Add Connector page, Details tab, Active connector

Admin Calendar Submit Event My Account Help

e s

Connector Name:* Status:
[Auto Create Buildi | ® Active O Inactive

Calendars:™
[Auto Create Buildi v 0

Wl Automatically Match Event Type
Event Type:
{none)

Wl Automatically create building and room fields in Master Calendar
Wl Bookings require approval

WIHide Contact Name

[THide Contact Email

[JHide Contact Phone

Location Format:
[Room Description

b

hd

4. Select Inactive.

262

Master Calendar Setup Guide



Administering Master Calendar

5. Click Save.
The connector is saved and is displayed on the Inactive tab on the Manage Connectors

page.
Figure 6-82: Manage Connectors page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delete | Purge | Print

Connectors
[]  Name = Data Source
Connector test |

[ O Auto Create Buildings

[ Indium Test Connector Edited Test indium
[] Indium testing Test indium
[ MHI Connect Connector test

To edit a connector

You can edit both active and inactive connectors.

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Connectors.
The Manage Connectors page opens. The Active tab is the opened tab. All the currently
active connectors in Master Calendar are displayed on this tab.

Figure 6-83: Manage Connectors page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Purge | Run | Print

Connectors
[] Name = Data Source
[ Ars and Sciences RP
[] Biology UDFs BH & G Datasource
[] Education UDFs Connector test
[0 Field Services Events Connector test

2. If needed, click the Inactive tab to open it.
3. Select the connector that you are editing.
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4. Under Actions, click Edit.
The Add Connector page opens. The Details tab is the opened tab.
Figure 6-84: Add Connector page, Details tab

Admin Calendar Submit Event My Account Help
s seonor s

Connector Name:*
|Autn Create Buildi

Status:
| ® Active O Inactive

Calendars:™
[Auto Create Buildi v 0

W] Automatically Match Event Type
Event Type:

{none) w
Wl Automatically create building and room fields in Master Calendar
Wl Bookings require approval
WIHide Contact Name
[THide Contact Email
[JHide Contact Phone

Location Format:
[Room Description w

5. Edit theinformation as needed for the connector.

» For the Details tab, see Step 4 of “To edit a connector”
* For the Filterstab, see “To filter the EMS events’

» For the Data Retrieval tab, see Step 2 of “ To specify the frequency of the data
import”

6. Click Save.
The edited connector is saved in Master Calendar.
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To purge a connector

You can purge both active and inactive connectors. When you purge a connector, al the

events that you imported into Master Calendar using the selected connector are deleted. The

connector itself isnot deleted. It remains available either on the Active or Inactive tab of the

Connectors page.

1. Under the Admin Panel main menu option, point to Events & Specia Dates, and then
click Connectors.

The Manage Connectors page opens. The Active tab is the opened tab. All the currently
active connectorsin Master Calendar are displayed on thistab.

Figure 6-85: Manage Connectors page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Purge | Run | Print

Connectors

[] Name = Data Source

[] Arts and Sciences RP

[] Biology UDFs BH & G Datasource
[] Education UDFs Connector test

[0 Field Services Events Connector test

2. If needed, click the Inactive tab to open it.
Select the connector that you are purging.
4. Under Actions, click Purge.

A message opens asking you if you are sure that you want to purge all the selected
connectors.

5. Click OK in the message.
A message opens indicating that all the selected connectors were purged.
6. Click OK inthe message.

All the events that you imported into Master Calendar using the selected connector are
deleted. The connector itself is not deleted. It remains available either on the Active or
Inactive tab of the Connectors page.
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To run a connector
To manually override the frequency setting for a connector, you run a connector. After you
run a connector, the connector continues to run at its regularly scheduled times.
1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Connectors.
The Manage Connectors page opens. The Active tab is the opened tab. All the currently
active connectors in Master Calendar are displayed on this tab.

Figure 6-86: Manage Connectors page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Purge | Run | Print

Connectors

[] Name = Data Source

[] Arts and Sciences RP

[] Biology UDFs BH & G Datasource
[] Education UDFs Connector test

[0 Field Services Events Connector test

2. Select the connector that you are running.

3. Under Actions, click Run.

After the connector runs, a message opens indicating that the run was successful. It also
indicates the number of records that were inserted, the number of records that were
updated, and the number of records that were deleted.

To delete a connector

You can delete only inactive connectors. To delete a currently active connector, you
must first inactivate the connector. (See “ To inactivate a connector”.)

When you del ete a connector, none of the events that were imported through the
connector isdeleted. To delete the events, you purge the data first (see“ To purge
aconnector” ), and then delete the connector.

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Connectors.

The Manage Connectors page opens. The Active tab is the opened tab. All the currently
active connectors in Master Calendar are displayed on this tab. See Figure 6-87.
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Figure 6-87: Manage Connectors page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Purge | Run | Print

Connectors

[] | Name ~ Data Source

[ Ars and Sciences RP

[] Auto Create Buildings Connector test

[] Biology UDFs BH & G Datasource

2. Click the Inactive tab to open.
All currently inactive connectors in Master Calendar are displayed on this tab.

Figure 6-88: Manage Connectors page, Inactive tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Delete | Purge | Print

Connectors
[] | Name = Data Source
[] Auto Create Buildings Connector test
[ Indium Test Connector Edited Test indium
[] Indium testing Test indium
[0 MHI Connect Connector test

3. Under Actions, click Delete.
A message opens asking you if you are sure that you want to delete all the selected
connectors.

4. Click OK inthe message.
A message opens indicating that al the selected connectors were successfully deleted.

5. Click OK in the message.
The Inactive tab isrefreshed to show the remaining, if any, inactive connectorsin Master
Cdendar.
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To generate a Connectors List report

You can generate a Connectors List report, which lists al the active or inactive connectors
that are configured in Master Calendar. The report includes the connector name and data
source, the connector filters, the event types that imported by the connector, and the
calendars to which the event types are imported. It also indicates whether auto-matching for
the imported event types has been sel ected.

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Connectors.

The Manage Connectors page opens. The Active tab is the opened tab. All the currently
active connectors in Master Calendar are displayed on this tab.

Figure 6-89: Manage Connectors page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Purge | Run | Print

Connectors

[] | Name ~ Data Source

[] Arsand Sciences RP

[] Auto Create Buildings Connector test

[] Biology UDFs BH & G Datasource

2. Do one of the following:

» If you are generating a Connectors List report for all active connectors in your
Master Calendar, under Actions, click Print.

» If you are generating a Connectors List report for all inactive connectorsin Master
Calendar, click the Inactive tab to open it, and then under Actions, click Print.
An onscreen preview of the Connectors List report opensin its own window. A
variety of options are available from this preview, including (from left to right at the
top of the onscreen preview) the options to search the report results, print the report
initsentirety, print the currently displayed report page, and export the report to afile
and save the file. See Figure 6-90.

PDF isthe default format for exporting to afile. Other allowed formats are Xls,
Xlsx, Rtf, Mnt, Text, Image, and Csv.
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Figure 6-90: Onscreen preview for a Connectors List report

{@ Connector Settings - Windows Internet Explorer (= [
[ nitp://umnw dea.com/MCTW/ConnectorSettingRpt.aspilsActive=0 | B |
v | 9 9 Page [1  [v] of |2 > o B & [par [] i
EMS Master Calendar Demo Connector Settings
Connector Name:: Class UDFs Datasource:: Chiis 42
Needs Approval:: True Automatch True £
EventTypes::

Calendar(s): Arts & Humanities

Filters

* Display on web = false

Rooms Meeting Room 301 - Corporate Center East, Meeting Room 302 - Corporate Center

East, Video Conference Room 310 - Corporate Center East

Event Types Athletic Event

Status Confirmed

Udfs: Sponsor = Lunch

Connector Name:: EMS Connector 1 Datasource:: Chris 42

Needs Approval:: True Automatch True

ErentTypes::

Calendar(s): Fundraisers

Filters

* Display on web = false
Dene & Internet | Protected Mode: Off fa - ®|10% -

To view the history for a connector

The history for a connector consists of the original creation date of the connector, the name

of the user who created the connector, and the last date that the connector was edited as well

as the name of the user who last edited the connector. You can view the history for both

active and inactive connectors.

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Connectors.

The Manage Connectors page opens. The Active tab is the opened tab. All the currently
active connectors in Master Calendar are displayed on this tab.

Figure 6-91: Manage Connectors page, Active tab

Admin Calendar Submit Event My Account Help

Actions
Add | Edit | Purge | Run | Print

Connectors

[] | Name ~ Data Source

[ Ars and Sciences RP

[] Auto Create Buildings Connector test

[] Biology UDFs BH & G Datasource

2. If needed, click the Inactive tab to open it.

3. Select the connector for which you are viewing the history.
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4. Under Actions, click Edit.
The Add Connector page opens. The Details tab is the opened tab.

Figure 6-92: Add Connector page, Details tab

Admin Calendar Submit Event My Account Help

Status:

Connector Name:*
[Auto Create Buildi | ® Active O Inactive

Calendars:™
[Auto Create Buildi V]

W] Automatically Match Event Type
Event Type:

{none)
Wl Automatically create building and room fields in Master Calendar
Wl Bookings require approval
WM Hide Contact Name
[THide Contact Email
[JHide Contact Phone

Location Format:
[Room Description

5. Click the History tab to open it and view the history for the selected connector.

b

Figure 6-93: Add Connector page, History tab

Admin Calendar Submit Event My Account Help

T

Created Date: 7/5/2013 1:14 PM

Created By: Michael Inlia
Updated Date: 5/8/2013 2:04 PM
Updated By: Technical Writer
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Managing Custom Reports

A Custom Reports function is available from the Admin menu. You use this function to
create custom reports for retrieving information from your Master Calendar database. When
you create a custom report, you can name and save the custom report so that you can run the
custom report at any time that you choose. You can create a new custom report, or you can
create a custom report by copying an existing custom report and editing the copied custom
report as needed. You can also edit a custom report, delete a custom report, print a custom
report, and export custom report resultsto a PDF, XLS, or CSV file.

To create a new custom report

1. Under the Admin Panel main menu option, point to Events & Specia Dates, and then
click Custom Reports.

The Manage Custom Reports page opens. This page always contains the Add Custom
Reports option. It aso displaysalist of custom reports that have been previously defined
in your Master Calendar database.

Figure 6-94: Manage Custom Reports page

Admin Calendar Submit Event My Account Help
Custom Reports

+ Add Custom Report

Title « Actions
Featured Events SOm
Generic Attendance Template SOm

Intramural Revene Generation - Spring 2013 G [
Never Summer Calendar [

]
@D
Physics Bowl Registrants a0

2. Click Add Custom Reports.
The Report Builder dialog box opens. The Details tab is the opened tab. You use the
options on the different tabs of this dialog box to name and define the custom report.

3. Enter the information for the custom report. See:

» ‘“Detalstab”

» “Digplay Fieldstab”
* “Filter tab”

e “Sorttab”
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4. Do one of the following:

* Click Saveto close the Report Builder dialog box and save the named custom report.
The named custom report is displayed on the Custom Reports page. You can run this
custom report at any later date when needed.

*  Open the Results tab, and then click Preview to run the custom report immediately
and view the results on the tab. You can then click Save to save the named custom
report and close the Report Builder dialog box. The named custom report is
displayed on the Custom Reports page. You can run this custom report at any later
date when needed.

Details tab

Figure 6-95: Report Builder dialog box, Details tab

l_I—ﬁll_-

5

Details

Description:*

[IReturn First 'xx' Number of Records:

1. Onthe Details tab, name and define the custom report.
Option Description
Description Required. Name or title for the custom report.
Note: The name can be a maximum of 50 characters, including
spaces.
Return First “xx” To limit the number of records that the custom report returns, select this
Number of Records option, and then enter the number of records in the field.
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2. Continue with any other configuration for the custom report as needed, or if the
configuration is complete, do one of the following:

Click Saveto closethe Report Builder dialog box and save the named custom report.
The named custom report is displayed on the Custom Reports page. You can run this
custom report at any later date when needed.

Open the Results tab, and then click Preview to run the custom report immediately
and view the results on the tab. You can then click Save to save the named custom
report and close the Report Builder dialog box. The named custom report is
displayed on the Custom Reports page. You can run this custom report at any later
date when needed.

Display Fields tab

Figure 6-96: Report Builder dialog box, Display Fields tab

Display Fields

Level Field > Level Field
Event Calendar
~
| Event ContactEmail £
Event ContactName o
Event ContactPhone
Event CreatedBy
Event CreatedDate
| Event Department
Event DepartmentID
Event Event Type
Event EventID

Event HideContactEmail Y

1. Open the Display Fields tab and select the fields (CTRL-click to select multiple fields)
that are to be displayed in the custom report results, and then click the Add button (>) to
move the selected fields to the Selected list.

Thefields are displayed in the custom report resultsin the order in which they are listed
in the Selected list.

&

If you are copying an existing custom report, then when the Display Fields tab
opens, the Selected list is already populated with a list of fields. You can select one
or more of these fields in the Selected list and then click the Remove button (<) to
move these fields back to the Available list. To remove all fieldsin a single step,
click the Remove All (<<) button.

2. Optionaly, to change the order of the fields, select afield and then click Move Up/Move
Down as needed.
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3. Continue with any other configuration for the custom report as needed, or if the
configuration is complete, do one of the following:

» Click Saveto close the Report Builder dialog box and save the named custom report.
The named custom report is displayed on the Custom Reports page. You can run this
custom report at any later date when needed.

*  Open the Results tab, and then click Preview to run the custom report immediately
and view the results on the tab. You can then click Save to save the named custom
report and close the Report Builder dialog box. The named custom report is
displayed on the Custom Reports page. You can run this custom report at any later
date when needed.

Filter tab

Figure 6-97: Report Builder dialog box, Filter tab

Foomis|“oopayroe’| rier |Toon| Ressd |
Level Field Filter
Event Calendar ol
Event ContactEmail
Event ContactName
Event ContactPhone
Event CreatedBy
Event CreatedDate
Event Department
Event DepartmentID
Event Event Type
Event EventID
Event HideContactEmail ™
| Close | Save

A

1. OpentheFilter Fieldstab, and for each field that is to define the custom report, select the
field, and then click the Add button (>).

2. For eachfield that you select, a dialog box opensin which you must specify the allowed
valuesfor the field. After you specify the allowed values and click OK, the dialog box
closes, and the selected field is moved to the Filter list.

Filter list is already populated. You can select one or more of the fields in the
Filter Summary list and then click the Remove button (<) to move these fields back
to the Available list. If you want to use the same Filter fieldsin the “ new” custom
report, but with different values, you cannot change the values directly. You must
move the appropriate fields back to the Available list, then select the fields again
to change their values.

@ If you are copying an existing custom report, then when the Filter tab opens, the
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3. Continue with any other configuration for the custom report as needed, or if the
configuration is complete, do one of the following:

» Click Saveto close the Report Builder dialog box and save the named custom report.
The named custom report is displayed on the Custom Reports page. You can run this
custom report at any later date when needed.

*  Open the Results tab, and then click Preview to run the custom report immediately
and view the results on the tab. You can then click Save to save the named custom
report and close the Report Builder dialog box. The named custom report is
displayed on the Custom Reports page. You can run this custom report at any later
date when needed.

Sort tab

Figure 6-98: Report Builder dialog box, Sort tab
UReportBumer

[“etats || Diplayrieiss | For | son | mesws | ]
| i I M
Level [ Field 5 Level Field |
. Move Down
ey (e
F

1. Open the Sort tab, select the field or CTRL-click to select the multiple fields by which
the custom report results are to be sorted and then click the Add button (>) to move the
fieldsto the Selected list.

Selected list isalready populated with a list of fields. You can select one or more of
these fields in the Selected list and then click the Remove button (<) to move these
fields back to the Available list. To remove all fieldsin a single step, click the
Remove All (<<) button.

@ If you are copying an existing custom report, then when the Sort tab opens, the
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2. Continue with any other configuration for the custom report as needed, or if the
configuration is complete, do one of the following:

» Click Saveto close the Report Builder dialog box and save the named custom report.
The named custom report is displayed on the Custom Reports page. You can run this
custom report at any later date when needed.

*  Open the Results tab, and then click Preview to run the custom report immediately
and view the results on the tab. You can then click Save to save the named custom
report and close the Report Builder dialog box. The named custom report is
displayed on the Custom Reports page. You can run this custom report at any later
date when needed.

To create a custom report by copying an existing custom report
1. Under the Admin Panel main menu option, point to Events & Specia Dates, and then
click Custom Reports.

The Manage Custom Reports page opens. This page always contains the Add Custom
Reports option. It aso displaysalist of custom reports that have been previously defined
in your Master Calendar database.

Figure 6-99: Manage Custom Reports page

Admin Calendar Submit Event My Account Help

Custom Reports

+ Add Custom Report

Title « Actions
Featured Events S o
Generic Attendance Template @[

Never Summer Calendar
Physics Bowl Registrants

dd

2. Click the Copy icon [ for the custom report that you are copying.
A message opens indicating that the selected report was copied.
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3. Click OK to close the message and return to the Custom Reports page.

An entry for the copied custom report is displayed on the Custom Reports page as
<custom report Name> Copy.

Figure 6-100: Custom Reports page with a copied custom report

Admin Calendar Submit Event My Account Help

Custom Reports

+ Add Custom Report

Reports
Title « Actions
Featured Events S@

Featured Events Copy SOm l
Generic Attendance Template a0
Intramural Revene Generation - Spring 2013 @ ()
Never Summer Calendar a0
Physics Bowl Registrants a0

4. Click the Edit icon g next to the copied custom report that you are editing.
The Report Builder dialog box opens. All the tabs are popul ated with the information for
the selected custom report.
5. Edit the custom report as necessary, including one or more of the following:
* Renaming the custom report. See “ Details tab”
» Changing the fields that are to be displayed in the custom report results. See
“Display Fields tab”
» Changing the fields that define the custom report. See “Filter tab”
» Changing the sort order of the custom report results. See “ Sort tab”
6. Do one of the following:

» Click Saveto close the Report Builder dialog box and save the named custom report.
The named custom report is displayed on the Custom Reports page. You can run this
custom report at any later date when needed.

*  Open the Results tab, and then click Preview to run the custom report immediately
and view the results on the tab. You can then click Save to save the named custom
report and close the Report Builder dialog box. The named custom report is
displayed on the Custom Reports page. You can run this custom report at any later
date when needed.
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To edit a custom report

1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Custom Reports.

The Manage Custom Reports page opens. This page always contains the Add Custom
Reports option. It also displaysalist of custom reports that have been previously defined
in your Master Calendar database.

Figure 6-101: Manage Custom Reports page

Admin Calendar Submit Event My Account Help
Custom Reports

+ Add Custom Report

Title « Actions
Featured Events SOm
Generic Attendance Template SOm

Intramural Revene Generation - Spring 2013 G [
Never Summer Calendar [

]
@D
Physics Bowl Registrants a0

2. Click the Edit icon « next to the custom report that you are editing.

The Report Builder dialog box opens. All the tabs are popul ated with the information for
the selected custom report.

3. Edit the custom report as necessary including one or more of the following:

*  Renaming the custom report. See “ Details tab”

» Changing the fields that are to be displayed in the custom report results. See
“Display Fields tab”

» Changing the fields that define the custom report. See “Filter tab”

» Changing the sort order of the custom report results. See “ Sort tab”

4. Do one of the following:

» Click Saveto close the Report Builder dialog box and save the named custom report.
The named custom report is displayed on the Custom Reports page. You can run this
custom report at any later date when needed.

*  Open the Results tab, and then click Preview to run the custom report immediately
and view the results on the tab. You can then click Save to save the named custom
report and close the Report Builder dialog box. The named custom report is
displayed on the Custom Reports page. You can run this custom report at any later
date when needed.
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To delete a custom report
1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Custom Reports.

The Manage Custom Reports page opens. This page always contains the Add Custom
Reports option. It also displaysalist of custom reports that have been previously defined
in your Master Calendar database.

Figure 6-102: Manage Custom Reports page

Admin Calendar Submit Event My Account Help
Custom Reports

+ Add Custom Report

Title « Actions
Featured Events SOm
Generic Attendance Template SOm
Intramural Revene Generation - Spring 2013 @ ([ @
Never Summer Calendar Sm
Physics Bowl Registrants S o

2. Click the Deleteicon ffj next to the custom report that you are deleting.
3. Select the custom report that isto be deleted, and then click Delete.

A message opens, asking you if it is OK to delete the selected report.
4. Click Yes.

The message closes. The custom report is deleted, and another message opens indicating
that the report was successfully deleted.
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To run, print, and export a custom report
1. Under the Admin Panel main menu option, point to Events & Special Dates, and then
click Custom Reports.

The Manage Custom Reports page opens. This page always contains the Add Custom
Reports option. It also displaysalist of custom reports that have been previously defined
in your Master Calendar database.

Figure 6-103: Manage Custom Reports page

Admin Calendar Submit Event My Account Help
Custom Reports

+ Add Custom Report

Title « Actions
Featured Events SOm
Generic Attendance Template SOm

Intramural Revene Generation - Spring 2013 G [
Never Summer Calendar [

]
@D
Physics Bowl Registrants a0

2. Click on the namef/title of the custom report that you are running.

An onscreen preview of the selected custom report opensin the Master Calendar
application.

Figure 6-104: Example of an onscreen preview of a custom report

Format: .
|Export to PDF El Export Print

Urag a column neader

EventDetaillD({358) ContactName Calendar Title EventDate Attendence

88200 ChrisMeyers  Arts&Humanities  TestUDQs  1/30/2006 56
Insert 12:00 AM E
88219 Chris Meyers Performing Arts Updated 3/6/2006 12:00 86
AM

Layout Event
2

88220 Chris Meyers Performing Arts Updated 3/13/2006 86
Layout Event  12:00 AM
2

88221  Chris Meyers Performing Arts Updated 3/20/2006 86 &
Layout Event  12:00 AM
2

88222 Chris Meyers Performing Arts Updated 3/27/2006 a6
Layout Event  12:00 AM
2

88223 Chris Meyers Performing Arts Updated 4/3/2006 12:00 86
Layout Event = AM
2
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3. Optionaly, do one or more or al the following:

To group the report by a column header, drag the column to the indicated location at
the top of the onscreen preview of the report.

To change the sort order of the custom report results, click on acolumn header. Click
on the column header again to reverse the sort order.

To filter the custom report results, click on the Dropdown arrow next to a column
header to open alist of all available values for the column, and select a specific
value.

Figure 6-105: Filtering a custom report by column values

EventDetailD({139) ContactMame V Title Eventl

-

155611  Tester 1
(Blanks) £

(Mon blanks)
Andy
Bob Anderson

180133  dsaf

167612 Contact Mame

To export the custom report to a PDF file or a Microsoft Excel file (CSV or XLS),
under Format, select the appropriate Export option, and then click Export.
A message opens, asking you if you want to open or save the file.

» If you click Open, then the file is opened in the appropriate application (Adobe
Acrobat or Reader for aPDF or Microsoft Excel for aCSV or XLSfile) and you
can use the options that area available in these applications to name and/or save
thefile.

» If you click Save, then you are prompted to name the file (the default nameis
ReportGrid.pdf, ReportGrid.csv, or ReportGrid.xls) and you must select a
location for saving the file. (The default location is your client’s Desktop.)

To print the custom report, click Print.

An onscreen preview of the selected custom report opensin its own window. A
variety of options are available from this preview, including (from left to right at the
top of the onscreen preview) the options to search the custom report results, print the
custom report in its entirety, print the currently displayed custom report page and
export the custom report to afile and save the file. See Figure 6-106.

PDF isthe default format for exporting to a file. Other allowed formats are XIs,
Xlsx, Rtf, Mnt, Text, Image, and Csv.
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Figure 6-106: Print preview for a custom report

[ {@ Event Type/Department - Windows Internet Explorer =)
F nitp:/fwww.dea.com/MCTW/CustomRpt.aspx?data= kCWFK09fSIp%2fDydaRMh6Kw:3d%3d | 2]
& & ay Page of 6 | > = =
EMS Master Calendar Demo E
EventDetaillD ContactName Title EventTypelD  EventDate DepartmentID
155611 Tester 1 Test Event (TT) 240 month 6/1/2011 12:00 AM
recumence =
167612 Contact Name Test Import Event 1 6/5/2011 12:00 AM
176284 Chsis Winter Park Hill Climb Race #1 6/11/2011 12:00 AM
176302 Chris Meyers test untimed 2 5/31/2011 12:00 AM
176303 Chris Meyers test untimed 2 6212011 12:00 AM
176304 Chris Meyers  test untimed 2 6/22/2011 12:00 AM
176305 Chris Meyers test untimed 2 6/27/2011 12:00 AM I
176306 Chris Meyers  Test Multiple Connectors 6/16/2011 12:00 AM
176307 Chris Meyers  Test this 6/22/2011 12:00 AM
176313 Bob Anderson chartwell 3 6/11/2011 12:00 AM
176316 Andy as-event 6/7/2011 12:00 AM
176317 Andy as-event 6/8/2011 12:00 AM
176318 Andy as-event 6/1272011 12:00 AM
176312 Andy as-event 6/13/2011 12:00 AM
176320 Andy as-event 6/14/2011 12:00 AM
176321 Andy as-event 6/15/2011 12:00 AM il
| m r
Dene [ € Internet | Protected Mode: Off - ®0% v
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Customizing the Header for Automated Emails

Automated emails can be sent from many areas within Master Calendar, including
subscriptions, reminders, and change notifications. You can customize the header for these

automated emails, and you can also select alogo for these automated emails that is displayed
in the upper right hand corner of the automated emails.

To customize the header for automated emails

1. Under the Admin Panel main menu option, point to Site Administration, and then click
Email Header.

The Email Header page opens.
Figure 6-107: Email Header page

Admin Calendar Submit Event My Account Help

Email Header

Header Image:
Add Header Image
Header Description: Edit

2. Do one or both of the following:

To select animage—Click Add Header Image to browse to and select the image that
is be used for the logo in all automated emails.

The new logo must be an image in one of the following formats —jpg, .gif, .png,
@ .bmp, and .ico.

@ After you select a logo, the name of the logo is displayed and a “ Remove” option

isdisplayed next to the logo. To remove the logo from all automated emails, simply
click Remove.

To edit the email header—Next to Header Description, click Edit to open the Email
Header Description dialog box. (See Figure 6-108.) On the Design tab, in the blank
header description field, enter the needed text for the email header. Use the
formatting options that are available to select the paragraph style (Normal, Heading
1, and so on), font, font color, and font size for the header, insert links, and so on.
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Figure 6-108: Email Header Description dialog box

I I |5 7 U si====%-4-

Testing in progress Indium

Design | HTML | Preview |

P

3. Optionaly, do one or both of the following:
e Click HTML to openthe HTML tab and view the HTML code for the email header.

e Click Preview to open the Preview tab and view the email header asit will be
displayed in your Master Calender system.

4. Click Save.
An Saved message opens.
5. Click OK.

The message closes. The settings are saved for the customized heading.
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Managing Help Text in Master Calendar

Asthe Master Calendar site administrator, you can customize messagesin key areas of your
system that provides organization-specific information or hints to your users about how to
use Master Calendar. For example, you might want to place help text above a calendar that
explainswhat type of eventsthat a user should and should not post to the calendar. You have
two options for managing help text in Master Calendar—from the Help Text function on the
Admin Panel menu, or by clicking an Edit link, which is displayed above the help text on any

page other than the Login page in the Admin Panel area.

To manage help text in Master Calendar

1. Under the Admin Panel main menu option, point to Site Administration, and then click

Help Text.

The Manage Help Text page opens. By default, when the page first opens, Help Text Edit

mode is disabled.
Figure 6-109: Manage Help Text page

Admin Panel Calendar Submit Event My Account Help

EL BB LR A=A - Use this option to edit the help text records at the location at which they appear in Master Calendar. Click this button tc

Help Text

WebTextId Lookup Key *
&3 AddEventGeneralHelp
&5 CalManagersHelp

&7 ChangePasswordHelp
214 ConnectorEventInfoGeneralHelp
165 DefaultCalendarHelp
211 EditEventGeneralHelp
205 EventSummaryHelp
205 ExpectedError

204 ExpectedErrorHelp
181 LDAPHelp

82 LoginHelp

118 RSSHelp

106 ViewRequastsHelp

Description
Add Event General Info
Calendar Managers Help
Change Password Help
Connector Event Info Reguest
Calendar Help

Edit Event General Halp
Event Summary Help Page
ExpectedError.aspx
Expected Error Help Page
LDAP Help
Legin Help
RSS Help
Wiew Requests Help

Calendar Managers |
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2. Click the appropriate Lookup Key link to open the page for editing the help text.

A page opens for editing the help text in the selected area of Master Calendar that hasthe
following characteristics:

» Theoption Collapse Help Text is not selected.

If this option is not selected, then the help text for a pageis displayed explicitly at
@ the top of the page.

» |If you have configured cultures for Master Calendar, then these cultures are
displayed in a Culture dropdown list.

Figure 6-110: Page that opens for editing help text in a selected area of Master Calendar

Admin Panel Calendar Submit Event My Account Help

EL BB LR A=A - Use this option to edit the help text records at the location at which they appear in Master Calendar. Click this button tc

Help Text

WebTextId Lookup Key * Description

&3 AddEventGeneralHelp Add Event General Info
&5 CalManagersHelp Calendar Managers Help
&7 Change Password Help
214 ConnectorEventINfoGeneralHelp Connector Event Info Reguest
165 DefaultCalendarHa\g Calendar Help

211 EditEventGenerzlHely Edit Event General Halp
205 EventSummaryHelp Event Summary Help Page
205 ExpectedError ExpectedError.aspx

204 ExpectedErrorHelp Expected Error Help Page
181 LDAPHelp LDAP Help

82 LoginHelp Legin Help

118 RSSHelp RSS Help

106 ViewRequastsHelp Wiew Requests Help

Calendar Managers |

Change Password Help

Culture: ‘(’| @Collapse Help Text 3

& =N A==
ayv-

Flease type your old password. Then type and retype your new password before clicking Update. Update will be successfu

Design HTML Preview

Save | | Back To Page
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3. Optionaly, do one or both of the following:
e Select Collapse Help Text.

If this option is selected, then the help text for a page is collapsed behind a Help
@ icon on the page. A user must click thisicon to display the help text.

» Sdlect adifferent culture (language) in which the help text is to be displayed.

The guest’s or user’s Browser language must be set to the appropriate culture
(language) to display these translations.

4. Enter the help text in the blank Design tab. Use the available formatting options to select
the font size, style, color, and so on.

5. Optionaly, do one or both of the following:

» Click Preview to open the Preview tab and view the Help text as it will be displayed
in your Master Calender system.

* Click HTML to open the HTML tab and view the HTML code for the help text.
6. Click Save.

7. Toggle Enable Help Text. The message “Help Text Mode is now enabled” is displayed
above the toggle, and the toggle now reads “ Disable Help Text Edit.”

Figure 6-111: Enable Help Text toggle - Help Text Mode enabled

Help Text Edit Mode is now enabled

[ Disable Help Text Edit ] - This option will allow you to ed
edit link show next to all help text records for the current session,

An Edit link is displayed next to al the Help Text records on all Admin Panel pages for
the current Master Calendar session. You can click this Edit link to open the page for
editing the help text at the location at which it is displayed in Master Calendar. See
Figure 6-113 and Figure 6-114.

Asthe site administrator, if you enable Help Text mode, and then log out of Master
Calendar, Help Text mode is disabled when you log back into Master Calendar.
You must enable Help Text mode again.

8. Optionaly, to disable Help Text mode, toggle Disable Help Text Edit.

The message “Help Text Mode is now disabled” is displayed above the toggle, and the
toggle now reads “Enable Help Text Edit.”

Figure 6-112: Help Text Mode enabled

Help Text Edit Mode is now enabled

Disable Help Text Edit - This option will allow you to ed
edit link show next to all help text records for the current session,
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Figure 6-113: Edit link for collapsed help text

Doign | WTML | Preview

o

Figure 6-114: Edit link for help text explicitly displayed on a Master Calendar page

Admin Panel Calendar Submit Event My Account Help

Calendars and Calendar Managers are listed below by Grouping. Any notes about a calendar are shown as well.
A B Design Corporation

bryan.sorrentinc@dea.com Admin Panel Calendar Submit Event My Account Help

Calendar Managers Help

Culture: V| [ callapse Help Text

5 < = EI@ ¥ BYVa-e
[ | | E 5= = = =|%- A-

Calendars and Calendar Managers are listed below by Grouping. Any notes about a calendar are shown as well.

Design HTML Preview

Save [l Back To Page
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You use the functions in the Subscriptions area to manage al active subscriptionsto the
calendarsin Master Calendar. Managing subscriptions consists of searching for and viewing
all active subscriptions, exporting all active subscriptions to afile, and deleting active

subscriptions.

To view, search for, and export active subscriptions

1. Under the Admin Panel main menu option, point to Site Administration, and then click

Subscriptions.

The Subscriptions page opens. All the currently active subscriptionsto all calendarsin

Master Calendar are displayed on this page.
Figure 6-115: Subscriptions page

Actons

Email:

Email
Chris.Meyers@dea.com
Chris.Meyers@dea.com
Chris.Meyers@dea.com
gtman12@agmail.com
gtman12@agmail.com
gtman12@agmail.com

gtman12@agmail.com

2. Optionaly, do one or more of the following:

ao

Calendar
Cycling Club
Cycling Club
Athletics
Athletics
Athletics
Cycling Club
Cycling Club

Type

Change Notification
New Events

New Events
Change Notification
New Events
Change Notification

New Events

Format:
Export to PDF [»] Export

Created Date
5/28/2010
5/28/2010
772011
772011
772011
772011
772011

» To search for specific subscriptions by the subscriber’s email address, enter a partial
or complete search string in the Email field, and then click Go.

The searchislimited to the exact order of charactersin the search string, however,
the string is not-case sensitive and it can appear anywhere in the search results.
For example, if you enter “ Rob” as your search string, search results can
include Robert.Smith@ems.com, MRobertson@gmail.com, and so on.

All the subscriptions that meet your search criteria are displayed on the

Subscriptions page.

» To group the display by a column header, drag the column to the indicated location

at the top of the Subscriptions page.
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» To change the sort order of the display, click on a column header. Click on the
column header again to reverse the sort order.

» Tofilter the display, click on the Dropdown arrow next to a column header to open a
list of al available values for the column, and select a specific value.

Figure 6-116: Filtering the subscription display by column values

Ermail & Calendar
Chris.Meyers@dea.com

(Blanks)

(Mon blanks) -
Chris.Meyers@dea.com Chris.Meyers@dea.com

Chris.Meyers@dea.com

gtman12@gmail.com atman12@amail.com

* To export the subscriptions to a PDF file or a Microsoft Excel file (CSV or XLS),
under Format, select the appropriate Export option, and then click Export.

A message opens,asking you if you want to open or save thefile.

» If you click Open, then the file is opened in the appropriate application (Adobe
Acrobat or Reader for a PDF or Microsoft Excel for aCSV or XLSfile) and you can
use the options that area available in these applications to name and/or save thefile.

» If you click Save, then you are prompted to name the file (the default nameis
subscriptionsGrid.pdf, subscriptionsGrid.csv, or subscriptionsGrid.xls) and you
must select alocation for saving the file. (The default location is your client’s

Desktop.)

To delete active subscriptions

When you delete an active subscription, the deletion is for a subscription to a
specific calendar. A user’s subscriptions to other calendarsis not affected in any
way.

1. Under the Admin Panel main menu option, point to Site Administration, and then click
Subscriptions.

The Subscriptions page opens. All the currently active subscriptionsto all calendarsin
Master Calendar are displayed on this page.

Figure 6-117: Subscriptions page
Actions

Format:

Email: go Export to PDF [»] Export
Email Calendar Type Created Date
Chris.Meyers@dea.com Cycling Club Change Notification 5/28/2010
Chris.Meyers@dea.com Cycling Club Mew Events 5/28/2010
Chris.Meyers@dea.com Athletics Mew Events 7/7/2011
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Optionally, search for the specific subscriptions that you are deleting. (See “To view,
search for, and export active subscriptions’.)
Select the subscriptions that you are deleting.

Under Actions, click Delete.
A message opens, asking you if you are sure that you want to delete all the selected RSS
feeds.

Click OK in the message.
A message opens indicating that all the selected subscriptions were successfully deleted.

Click OK in the message.
The Subscriptions page is refreshed to show the remaining, if any, active subscriptionsin
Master Calendar.
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Master Calendar Administrator-Specific
Functions

292

Several administrator-specific functions are available to assist you in making sure that
Master Calendar is operating efficiently and effectively as well as debugging the application.
All the options are available under the Admin Functions option on the Admin menu.

Figure 6-118: Admin-specific functions

Admin Calendar Submit Event My Account Help Welcome: Technical Writer

Master Calendar Version: 7.0.0.85

Parameters and web fext are sl cached. Click this bution to tell Master Calendsr to go and reread the information. If you have & web farm (multiple web servers hosting Master Calendar) make sure that you elick the bution on esch web

sarver

-Use this aption to edit the help text recards st the locstion st which they sppasrin Master Calendar. Click this button to make an Edit link sppesr next to il of the Help Text racards for the current Master Calendsr session.

LU - Gicking this will sliow you to see the deteiled (technical) ermor messsges that are being generated. This is reslly s debugging option and should only be necessary i you are talking with EMS Support

Function

Description

Clear Cache

Clears the cache for the web server that is hosting Master Calendar.

Enable Help Text Edit

Allows for the editing of the help text directly on the pages in Master
Calendar.

Note: This option is also available from the Help Text function on the
Admin menu. See “Managing Help Text in Master Calendar”.

Enable Detailed Errors

Makes the detailed (technical) error messages that are being generated
visible.

Note: This is really a debugging option and should be necessary only if
you are talking with EMS support.
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Appendix A
Site Configuration Settings

This appendix details the Master Calendar site configuration settings.
* “Area Calendar”

* “Area Email”

e “Area Labels’

* “Area Porta Authentication”

* “Area RSS

* “Area Submit”

» “Area System Configuration”

* “Area Tooltip”

If you need assistance in understanding the definitions for any of these settings, or need
assistance in setting any of these values, contact EMS Software, LLC, at:

EMS Software, LLC, an Accruent Company
6465 Greenwood Plaza Blvd

#600

Centennial, CO 80111

800-440-3994 (Phone)

303-796-7429 (Fax)
support@emssoftware.com
WWW.emssoftware.COM
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Area: Calendar

Appendix A
Site Configuration Settings

Parameter Description

Default Value

Function

calendar

Collapse EMS Bookings into Yes For events that are pulled from EMS into Master

reservations on calendar Calendar, collapse the bookings and display only the
reservation-level information.

Max number of events/day to 20 In the Daily view, select the number of events that are to

display in daily view be displayed.

Max number of events/day to 5 In the Monthly view, select the number of events that are

display in monthly view to be displayed.

Max number of events/day to 10 In the Weekly view, select the number of events that are

display in weekly view to be displayed.

Total number of featured events to 15 Total number of featured events to display in the Featured

display Events section at the top of the Master Calendar Home
page.

Display the social networking icon Yes Display the Social Networking icon on the Event Details

on Event Details page page, which allows users to add the event to various
social network sites (Facebook, Twitter, and so on).

Display the time zone abbreviation | Yes Display the time zone abbreviation (for example EST)

next to the time next to the event time on the calendar.

Display the timezone dropdown on | Yes Allows adjustment of the event display times based on the

the Master Calendar Home page to selected timezone in the Calendar Display area on the

allow adjusting of the event display Master Calendar Home page.

times

Default List View Detailed List Indicate the style type for the calendar List view.

Default start day of week for Sunday Select the day of the week on which a calendar week

should begin.
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Area: Emall

Parameter Description Default Value Function

Account to Use for Sending Email Enter a value if your SMTP server requires authentication.

Password of Email Account Enter a value if your SMTP server requires authentication.

SMTP server port number 25 The default port to use for the SMTP server.

Name of Email Sender Events Office Enter the name that is to be displayed on
system-generated emails.

Email Address of Sender events@yourdomain.com Enter the email address that is to be displayed on
system-generated emails.

SMTP Server Enter the name of the organization’s SMTP Server.

SMTP - Use SSL No Create a secure encrypted connection between the email

client application and the email server.
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Appendix A
Site Configuration Settings

Parameter Description

Default Value

Function

Contact Singular Label Contact Indicate the wording that should how for the Contact Label
singular.

Department Plural Label Departments Indicate the wording that should show for the Department
Label plural.

Department Singular Label Department Indicate the wording that should show for the Department
Label singular.

Event Type Plural Label Event Types Indicate the wording that should show for the Event Type
Label plural.

Event Type Singular Label Event Type Indicate the wording that should show for the Event Type

Label singular.

Featured Feed Label

Featured Events

Indicate the wording that should show for the Featured
Feed Label.

Location Plural Label Locations Indicate the wording that should show for the Location
Label plural.

Location Singular Label Location Indicate the wording that should show for the Location
Label singular.

Sub Location Plural Label SubLocations Indicate the wording that should show for the Sub
Location Label plural.

Sub Location Singular Label SubLocation Indicate the wording that should show for the Sub

Location Label singular.
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Area: Portal Authentication

Parameter Description Default Value Function
Portal Authentication Cookie Key For portal authentication, enter in your organization’s
portal authentication cookie key.
Portal Authentication Method QueryString For portal authentication, select a portal authentication
method.
Portal Authentication Variable MCQuery For portal authentication, enter your organizations portal

authentication variable.
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Area: RSS

Parameter Description Default Value Function
Append the event data to RSS title | Yes Show the date of an event in the RSS title.
Append the location to RSS title No Show the location of an event in the RSS title.
Append the start and end time to Yes Show the start and end event time in the RSS title.
RSS title
Insert the location to RSS Yes Show the Location in the RSS description.
description
Insert the start and end time to RSS | Yes Show the start and end time in the RSS description.
description
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Area: Submit

300

Parameter Description

Default Value

Function

Allow users to add attachments Yes Indicate if users are allowed to add attachments on the
Submit an Event page.

Allow custom fields Yes Indicate if users are allowed to use the custom fields on
the Add Event page.

Allow invitee emails Yes Indicate if users are allowed to invitee attendees on the

Add Event page.

Acceptable attachment extensions

.csv,.doc,.qgif,.jpg,.pdf,.ppt,.txt,.xls,
Xlsx, tif

Indicate the acceptable types of attachments that can be
added to the Add Event page.

Check Hide Contact Boxes by No Hide the checkbox for Contact Name and Contact Email

default when submitting an event.

Force users to choose from No Do not require a user to select from a list of pre-existing

pre-existing departments created in departments when submitting an event. (User can

the system manually enter any value for a department in the
Department field.)

Require department field No Indicate if the Department field should be required on the
Add Event page.

Default end time of submit page 5:00 pm Indicate a default end time for submitting an event.

Require event type field No Indicate if the Event Type field should be required on the
Add Event page.

User groups allowed to use HTML Users Indicate which level of users should be allowed to use the

editor HTML editor from within the Event Description box on the
Add Event page.

Force users to choose from pre- No Do not require a user to select from a list of pre-existing

existing locations created in the locations when submitting an event. (User can manually

system enter any value for a location in the Location field.)

Require location field Yes Indicate if the Location field should be required on the Add

Event page.
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Parameter Description

Default Value

Function

Max number of attachments 3 Indicate the maximum number of attachments that can be
allowed per event added to a single event.

Max size of a single attachment (in | 20 Indicate the maximum size (in megabytes) of an
megabytes) attachment for the Add Event page.

Minute increment drop down 15 Select 5, 15, 30, or 60 as the way time fields are

incremented.

Allow requestors to edit their events
after they have been approved?

Yes - No approval required

Allow requestors to edit their events after the Calendar
Manager has approved the events. Two options for Yes:

* Yes - No approval required. (After a user edits the
event, the event remains in an approved status.)

« Yes - Approval required. (After a user edits the event,
the event is returned to a pending status, and the
Calendar Manager must either approve or deny the
request.)

Display department field Yes Indicate if the department field should be displayed on the
Add Event page.

Display priority field No Indicate if the priority field should be displayed on the Add
Event page and for RSS Feeds.

Show timezone dropdown on No Show the Timezone dropdown list on the Add Event page.

submit page

Default start time of submit page 9:00 am Indicate a default start time for submitting an event.

Enable CAPTCHA. This feature No Enables additional protection from malicious programs

requires users to enter a distorted that automatically submit events by having a user enter a

phrase before submitting an event. specific distorted phrase on the Add Event page that must
be verified before the event can be submitted.

Number of months forward that a 36 Select a number of months in the future that a user can

user can submit an event

submit an event to a calendar.
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Area. System Configuration

302

Parameter Description

Default Value

Function

Show email me my password link Yes Show the Email Me My Password Link on the Master
Calendar Login page.

Updates to Connector Events by No Updates by the EMS Contact to events that have been

the EMS Contact require approval? imported from your EMS database into Master Calendar
require approval by the Calendar Manager.

Max length of event title (0-255) 50 Indicate the maximum character length for an event title.

Max results displayed before 30 Enter the number of items that are shown in any list (other

pagination is used than those on the Calendar page) before pagination.

Show Calendar Managers link Yes Indicate if the link to show the list of Calendar Managers
should show on the site.

This determines whether to show Yes Display the Login menu link under My Account on the

the login menu link. Master Calendar main menu.

Show timezone preference on the Yes Display a Timezone dropdown list on the Login page from

login page. which a user can select a preferred timezone.

Show weekends on calendar No Show Saturday and Sunday on calendars in the Calendar
Display area.

Suspend sending of subscription No Indicate if the subscription emails should be suspended.

emails

Height of thumbnail image (in 200 Enter the number (in pixels) for the height of a thumbnail

pixels) image.

Width of thumbnail image (in pixels) | 200 Enter the number (in pixels) for the width of a thumbnail

image.

Application Time zone

(GMT -07:00) Mountain Time

Select the time zone for the application.

Use secondary location field

Yes

Display the Sub-Location field on the Submit Event page.

Max length of special dates title (0-
255)

50

Indicate the maximum character length for a special date.
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Parameter Description

Default Value

Function

Time to send out email 2:00 am Indicate the time in which email subscriptions are to be
subscriptions sent out.
Delay between text change on 5 Indicate (in seconds) the delay between text change for

dynamic feeds (in seconds)

the dynamic feeds.
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Area: Tooltip

Parameter Description Default Value Function

Show tooltip on calendar Yes Indicate if the calendars should show on the tooltip.
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Master Calendar Integrated Authentication Configuration Instructions

Integrated Authentication is Optional Functionality

The Integrated Authentication module (which includes Integrated Windows Authentication, Portal
Authentication and LDAP Integration) is a separately licensed component for the EMS Master Calendar

system. You must be licensed for Master Calendar and Integrated Authentication in order to configure
and use this module.

If you are unsure whether your organization is properly licensed, or if you would like to learn more about
the Integrated Authentication module, please contact your EMS Software Account Executive

(800-440-3994).
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Compatible EMS Systems

Integrated Windows Authentication and Portal Authentication are supported on the following Master
Calendar versions:

e EMS Master Calendar 1.5 (Build 2.0.40) or later
LDAP integration is supported on the following Master Calendar versions:
e EMS Master Calendar 2.0 or later

You can determine your Master Calendar version by accessing your system and, at the main (i.e., Calendar
Selection) window, adding systemcheck.aspx to the end of the website address. For example:

http://[ServerName]/ MasterCalendar/systemcheck.aspx
(replace [ServerName] with the name of your web server)

The version number is displayed at the top of the page and can also be found by clicking the Assembly
heading.

If you would like to utilize integrated authentication or LDAP integration but are not running a Master
Calendar version that supports it, you can (if you have a current Annual Service Agreement) download the
latest version of the software from our website (www.emssoftware.com). Click Customer Login, provide
your email address and password (or request a password), click on the appropriate download(s) and follow
the instructions.
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Portal Authentication

The Master Calendar system can, with proper licensing, be configured so that users are automatically
signed on when they access your network. This process is sometimes referred to as “single sign-on” since
users have already signed on to the network through some other means — usually a portal such as
SiteMinder, Plumtree or uPortal.

Using one of several methods, Master Calendar can compare a unique variable captured by your
portal/sign-on page (email address, employee 1D, network credential, etc.) to a value that has been stored
for the user in your database. If the credentials match, the system automatically logs the user into the
Master Calendar application.

Configuration Steps

In order to configure portal authentication you must perform the following steps:

1. Confirm or install new license
2. Select portal authentication method
3. Verify portal redirect

These steps are described in detail below.

Confirm or Install New License

In order to use Portal Authentication, your organization must be properly licensed. If you are unsure about
whether you have purchased the Integrated Authentication module that enables Portal Authentication, log
in to Master Calendar, go to the systemcheck.aspx page (as described under Compatible Systems), click the
License Information heading and review the Licensed For list.

If you were not previously licensed for Integrated Authentication but are now, update your registration
information by logging in to the Master Calendar, going to Admin — Registration, entering the new
information and clicking Save License Data.

After you have entered the registration information, you must have Master Calendar re-read it by going to
the systemcheck.aspx page, clicking the License Information heading and then clicking Read License.

Select Portal Authentication Method

To select the portal authentication method to be used, log in to Master Calendar and go to Admin — Default
Settings. Select the appropriate entry from the Portal Authentication Method drop-down list. Since almost
every “single sign-on” environment and strategy is different, we have provided you with five commonly-
supported methods of authentication: server variable, session, form, cookie and query string. The first two
methods are the most widely used.

Server Variable Method (Header Variable)

Server Variable/Header Variable is a collection of variables that are set by the Internet Information Server (I1S).
Applications like SiteMinder create custom server variables for portal site use.

Code example:

Set the Portal Authentication Method field to Server Variable and type the appropriate entry in the
Portal Authentication Variable field. Then redirect users to the Default.aspx page (or to any page
in the system for Master Calendar) and the server variable will be read.
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Session Method

A session is a way to provide/maintain user state information in an inherently stateless environment. It
provides access to a session-wide cache you can use to store information.

In order to use the session method, set the Portal Authentication Method field to Session and type the
appropriate variable in the Portal Authentication Variable field. Then you must create an asp.net web page
and name it with the .aspx extension similar to the example below. The asp.net web page created must be
copied into the Master Calendar root web directory. It must be put there in order for Master Calendar to
read the session variable.

You will need to pass the user’s email address or external reference through to your asp.net web page.

Code example in vb.net:
<%@ Import Namespace="System" %>
<script runat="server" language="vb">
Sub Page_Load(ByVal sender As System.Object, ByVal e As System.EventArgs)
Session.Iltem("MCSession") = "test@ems.com"
Response.Redirect("Default.aspx™)
End Sub
</script>

Form Method

Forms enable client-side users to submit data to a server in a standardized format via HTML. The creator
of a form designs the form to collect the required data using a variety of controls, such as INPUT or
SELECT. Users viewing the form fill in the data and then click Submit to send the data to the server.

To use the form method, set the Portal Authentication Method field to Form and type the appropriate
variable in the Portal Authentication Variable field. To create portals through a form, create a web page
with a form similar to below. Once the user logs on through the portal, the form below can be submitted to
log the user on to the application.

Code example in HTML.:

<Form name="form1" method="Post" action="http://localhost/virtualdirectory/Default.aspx">
<input type="hidden" id="MCFORM" name="MCFORM" value="test@ems.com">
<input type="submit" value="submit">

</form>

Cookie Method

A cookie is a small piece of information stored by the browser. Each cookie is stored in a name/value pair
called a crumb—that is, if the cookie name is "id" and you want to save the ID's value as "this", the cookie
would be saved as id=this.

You can store up to 20 name/value pairs in a cookie, and the cookie is always returned as a string of all the
cookies that apply to the page. This means that you must parse the string returned to find the values of
individual cookies. Cookies accumulate each time the property is set. If you try to set more than one
cookie with a single call to the property, only the first cookie in the list will be retained.

To use the cookie method, set the Portal Authentication Method field to Cookie and type the appropriate
variable in the Portal Authentication Cookie Key field. Then create a web page with code similar to below.
Once the user logs on through the portal, take their user logon information and create a cookie. After the
cookie is created, send the user to the Default.aspx page of the application.
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Code example in Active Server Pages 2.0:
<%@LANGUAGE="VBSCRIPT" %>

<%
Response.Expires = -1
Response.Cookies("MCCookie")("CookVal") = "test@ems.com"
Response.Cookies("MCCookie").Path = "/"
Response.Cookies("MCCookie™).Expires = DateAdd("m", 3, Now)
Response.Redirect("http://localhost/virtualdirectory/Default.aspx™)
%>

Query String Method

A query string is information appended to the end of a page's URL. An example using portal authentication
is below

Code example:
http://localhost/virtualdirectory/Default.aspx?MCQS=test@ems.com

To use the query string method, set the Portal Authentication Method field to Query String and type the
appropriate variable in the Portal Authentication Variable field.

Verify Portal Redirect

The portal authentication entry page is the page within Master Calendar that processes the portal request.
The name of the page is Default.aspx and it is the page where all portal authentication requests should be
sent. This page is already installed and included with your Master Calendar software. The location will be
the same folder as the EMS product’s root web folder. For example,
http://localhost/virtualdirectory/Default.aspx
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Integrated Windows Authentication

Integrated Windows Authentication is another form of “single sign-on” available as an option with Master
Calendar systems.

Configuration Steps

In order to configure Integrated Windows Authentication for Master Calendar, you must perform the
following steps after installing and configuring Master Calendar:

1. Confirm or install new license
2. Add domain/user account information to user records
3. Configure IS for authenticated access

These steps are described in detail below.

Confirm or Install New License

In order to use Integrated Windows Authentication, your organization must be properly licensed. If you are
unsure about whether you have purchased the Integrated Authentication module that enables Integrated
Windows Authentication, log in to Master Calendar, go to the systemcheck.aspx page (as described under
Compatible Systems), click the License Information heading and review the Licensed For list and look for
a description to state “Integrated Authentication”.

If you were not previously licensed for Integrated Authentication but are now, update your registration
information by logging in to the Master Calendar, going to Admin — Site Administration - Registration,
entering the new licenses information then click Save License Data. Please note, the licenses information is
case sensitive and needs to be entered in exactly how it was provide from EMS Software, LLC, an Accruent
Company. If the information that was provided is incorrect, please contact EMS Software.

After you have entered the registration information, you must have Master Calendar re-read it by going to
the systemcheck.aspx page, clicking the License Information heading and then clicking Read License. At
the very top of the page, it should state “License read successfully”.

Add Domain/User Account Information to User Records

Integrated Windows Authentication functions by comparing the domain/user account used when logging in
to your network workstations with the corresponding domain/user account information recorded on your
Master Calendar user records.

There are three ways to add the domain/user information to user records. The first method, manually
entering information through the Master Calendar interface, is less technical and can be managed with little
knowledge of SQL. The second method while more efficient assumes some degree of experience with
SQL and database administration. The third method has your Master Calendar users enter the appropriate
information when they first use the application.

Manually entering information through the Master Calendar

1. Logonto EMS Master Calendar and navigate to Admin — Security - Users.

2. Click the icon in the Update column for the user record that you want to edit.

3. Inthe External Reference field, type the domain\user account used by this person to log in to your
network.

% In a single domain environment, only the user account is necessary.

4. Click Update to save your entry.
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5.

After editing all users, continue to the Configuring IIS step below.

Configure 11S for Authenticated Access
To configure 11S for authenticated access, do the following:

1.
2.
3.

Open the Microsoft Internet Information Services (11S) Manager.
Navigate to the appropriate virtual directory and right-click to reach Properties.

Go to the Directory Security tab and edit the Anonymous Access and Authenticated Access
sections as follows: Clear the Anonymous Access check box and check the Integrated Windows
Authentication box.

Figure 1-1: The Authentication Methods Window (11S 6.0)

Authentication Methods E3 |

_l_ AI"IDH_'.JI'HEIL,IS ACCEess

Mo uzer name/pazzword required to access this resource.

Account used for anonymous access Edit... |

—Authenticated access

Far the following authentication methods, user name and password are
required when

- anonymous access is disabled, or

- access is restricted using NTFS access control lists

[™ Basic authentication [passward iz sent in clear text]

Select a default domain: Edity.. |

[ Digest authentication for ‘Windows domain servers

v Integrated Windows authentication

] I Cancel Help

Figure 1-2: The Authentication Methods Window (11S 7.0)

‘j‘ Authentication

[

Group by: Mo Grouping <

=

Mame Status Response Type
Ancnymous Authentication Dizabled

ASP.MET Impersonation Dizabled

Basic Authentication Disabled HTTP 401 Challenge
Digest Authentication Dizabled HTTP 401 Challenge
Forms Authentication Dizabled HTTP 302 Login/Redirect

{ Windows Authentication Enabled HTTP 401 Challenge :
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4. Click OK. Integrated Windows Authentication is now enabled.

Frequently Asked Questions

e Why is it necessary to put account information into tblUser to authenticate a user?
We need to know the Master Calendar security template assignment (among other preferences) for the user
to authenticate. For licensing purposes we also need to know how many users are active in the system.

e Why do we need to put account information in the External Reference field for a user?
Integrated Windows Authentication works by comparing credentials on the user record to those being
supplied by Windows authentication. Without the account information, there is no way to cross reference a
Master Calendar user with their Windows credentials.

e We also need our non Windows-authenticated users to access Master Calendar. What can we do?
You can install another Master Calendar anonymous access directory to your web server and point that
installation to the same database. Public users may access the database via this second directory.

LDAP Integration

LDAP integration allows the system to use security group information maintained on your network to
determine the appropriate permissions for Master Calendar users.

Configuration Steps

In order to configure LDAP integration for the Master Calendar system, you must perform the following
steps after installing and configuring Master Calendar:

1. Confirm or install new license
2. Configure Master Calendar to call your LDAP Server
3. Add LDAP security groups to Master Calendar

These steps are described in detail below.

Confirm or Install New License

In order to use LDAP Integration, your organization must be properly licensed. If you are unsure about
whether you have purchased the Integrated Authentication module that enables LDAP Integration, log in to
Master Calendar, go to the systemcheck.aspx page (as described under Compatible Systems), click the
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License Information heading and review the Licensed For list and look for a description to state “Integrated
Authentication”.

If you were not previously licensed for Integrated Authentication but are now, update your registration
information by logging in to the Master Calendar, going to Admin — Site Administration - Registration,
entering the new licenses information then click Save License Data. Please note, the licenses information is
case sensitive and needs to be entered in exactly how it was provide from EMS Software, LLC, an
Accruent Company. If the information that was provided is incorrect, please contact EMS Software.

After you have entered the registration information, you must have Master Calendar re-read it by going to
the systemcheck.aspx page, clicking the License Information heading and then clicking Read License. At
the very top of the page, it should state “License read successfully”.

Configure Master Calendar to call your LDAP server.

1. Log in to Master Calendar as the site system administrator and click on the Admin menu item.
Manually type “LDAPConfiguration.aspx” to the URL in the address bar to access the LDAP

Configuration page.

Figure 1-3: Accessing the LDAP configuration page

2. Configure your LDAP Settings. Please note:

= Master Calendar only utilizes read-only queries to the organizations directory services.

=  The Domain\User account does not need to have any special privileges. All that is
required is that it be an active account in your directory services.

= Beaware, in some environments, passwords expire at scheduled intervals. If the
password in LDAP settings is not updated when this occurs, Master Calendar/LDAP
connectivity will be lost until the new password has been re-entered. It is recommended
to consider using a generic account and a password that does not expire.

Figure 1-4: LDAP Security Settings

Core Properties  Non-AD Config LDAP Queries

Authenticate users via LDAP?
Path for LDAP Query:

Example: LDAFP://yourdomain.com (NOTE: You probably need to hawve "LDAP" in all caps)

LDAFP Diomain'\User:
The user id of the account Master Calendar will use when contacting Directory Services

LDAP Password:
Supply only if you are updating (NOTE: It will be stored in an encrypted format)

Authentication Type:
Secure

- Some directory services don't implement Secure binding. FastBind is a pretty commen authentication type.

Figure 1-5: Core Properties
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Security Non-AD Config LDAP Queries
Using Active Directory If checked, instructs Master Calendar to use Active Directory attributes during queries

LODAP Name Property:
displayname Examples: displayname, distinguishedname, name, givenname

LDAF Phone Property:
telephonenumber Examples: telephonenumber, homephone, facimiletelephonenumber

Domain to append to users:
Supply only if necessary (may be necessary if your web server is in a different domain then your users).

Figure 1-6: Non-AD Configuration
Security Core Properties LDAF Queries

LDAP Account/User ID Property:
cn Example: samaccountname (Active Directory), cn (eDirectory, Doming)

Full LDAP User ID Format:
Do not supply this, unless a full path ic needed to authenticate. Example: cn={0}ou=staff,o=yourdomain. {0} will be replaced with
user input
LDAP Group Category:
groupOfiames Example: group (Active Directory), groupOffiames (eDirectory, Doming)

LDAP Group Name:
on Example: name (Active Directory), cn (eDirectory, Domino)

LDAP Group Member Name:
member Example: member [Active Directory, eDirectory, Domino)

LDAF Group Member User Name Attribute:
cn Example: member="CN=user,O=Domain"

Figure 1-7: LDAP Queries
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Security Core Properties Non-AD Config

LDAP guery for secruity groups:

(&(objectCategory=Group)(objectClass=Top)(ebjectClass=Group)(name={0}*)) « {0} will be replaced by user input

LDAP guery to find users:

(& (|{mailnickname={0}*){givenname={0}*)(sn={0}*)(mail={0}*) J(|
(objectClass=person){objectClass=user)])

« {0} will be replaced by user input

LDAP guery to find users with space:

(& (|{mailnickname={0}*) (& (givenname={1}*)(sn={2}*)) (&(givenname={2}*)
(sn={1}*11) (|(&{objectCategory=person){objectClass=user))))

« {0} will be replaced by user supplied input

{1} before space
{2} after space

Add LDAP Security Groups to Master Calendar

In the course of setting up LDAP integration within the Master Calendar system, you pair security
“templates” defined there with security groups from your network. In order to make groups available for
this pairing, you must “add” them to the Master Calendar. To do so, perform the following steps (which
are also covered in the Master Calendar Setup Guide):

1. Log in to the Master Calendar site as the sites system administrator and select under Admin —
Security - User Templates.

2. Click Assign LDAP Groups, and then click Add.

3. Use the Search By to search all LDAP groups or filter by Global Group or Universal Groups. Use
the Grouping text box to search a particular string of characters from the list.

4. From the list of LDAP Groups, feel free to use Microsoft Windows multi-select function to
highlight group(s). All of the LDAP Groups that are highlighted from the list will be added to
Master Calendar once “Add” is selected on the bottom of the Security Group Lookup screen.

5. Ifauser is in multiple groups, their Master Calendar permissions are based on the template
associated with the highest priority group that is assigned. Highlight one or more of the security
groups that are listed and use the Move Up ++ / Move Down -- buttons to order the groups in a top
— down order.

6. Click Save to save the Security Groups order.
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Customer Support

Customer support is available to customers who have a current Annual Service Agreement (ASA). If after
reading this document you have questions about configuring your system, contact us at:

Email: support@emssoftware.com
Web: www.emssoftware.com
Phone: (800) 288-4565

Fax: (303) 771-0110

Please have the following information available:

e Name of the organization to which the software is licensed (typically your company).
e Information on any recent problems with, or changes to, your computer or network.
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