This calendar is designed to identify scheduled/planned time over each two-week period. It should be completed by the close of business the first Monday of each pay period. If the schedule changes, you need to  consult with your supervisor first, then change the schedule according to the instructions below. For example, if you schedule sick leave for an appointment for four hours, but come in after the appointment at 1 and ½ hours, touch base with your supervisor  and then make the change to the calendar schedule.

Instructions:

1)Create a "New Appointment" form the "New Appt" button in the button bar
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2)add "DAPC-PIDM" as a recipient of the appointment
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3)Choose the date or dates (you can select multiple dates by selecting "Recurring dates" after you click on the calendar)
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4)Choose the category (flextime, vacation, etc.) by clicking on the "Send Options" tab
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5)Click where the colors are to see the categories (three lines with red, blue, and teal)
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6) Choose a category
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7)Click back to the "Appointment" tab
8)Choose the start and end time for the appointment (note for start time use the same begin and end time; for the end of the day mark the beginning with when you leave and the end with "6:30"  which is the end of the Agency business day under the flextime policy)
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9) Hit “Send”
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Repeat steps 1-8 for each type of scheduled leave or flextime for the entire pay period.

 

If you need to change a scheduled item:

 

1)Click on your calendar
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2)Right click the left side of the appointment
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3)Choose "Delete" (note: if the appointment is part of a series of days, you will be asked if you want to delete all instances - either say yes if you want to completely reschedule the time, or no if you only want to reschedule the day you right-clicked on)
[image: image12.png]New »
Open
Decline

e with cpiors.. [

Changs to.

Delega’
Resent

Save s

Dekete

Mark Private

Hlarm

Cotegories »
Mave ta Archive

Show Appointrent A5 >
Hie Icons

Graphic Display
Text Display
Tine Interval »

Propertiss





4)Make sure the "Delete this item from all other recipients" box is checked so it gets removed from the Section Calendar
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5) Hit "OK"

 

 

If you want to see other folk's schedules, you can proxy view the Section calendar. To do this:

1)Click on the "Online" button just above your Groupwise tree
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2) Select "DAPC-PIDM" as your proxy view
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The calendar will refresh to the Section Calendar

3) When you are done, select "Proxy" and choose your name at the top of the list.

[image: image16.png]‘3 DAPC-PIDM - Novell GroupWise - Calendar

FloEdt Viow Acions Tods Window o
| = & v - g stk B |
|8 -B %

J oy |7<(a.g..da, Costom settings>

oy N e

;




    [image: image17.png]J DAPC-PIDM - Novell GrnunWice - Calendar

|~ & guaroer
Berorra

|8 -1 g oromeoporonore

I B airservices bugs




