Calendar Views

· Daily view: Click 
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 in the tool bar, or select View>View Day in the desktop client. 

· Weekly view: Click 
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 in the tool bar, or select View>View Week in the desktop client. 

· Monthly view: Click 
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 in the tool bar, or select View>View Month in the desktop client. 

· Task view: Click 
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 in the tool bar, or select File>Tasks>Open. 
Navigating

In addition to the toolbar icons, NOAA Calendar gives you others ways of navigating through your calendar, and of changing days, weeks, or months. 

In: 
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· Click the double or single arrows to change to a different day, week, or
month, depending on the current view. 

· Click the date page, and a small window opens showing a calendar from which you can pick a date. 

To edit a meeting, event, note, or task:

In the daily, weekly, monthly or task views, click on the name of the item you wish
to edit. 
Note: tasks do not appear in the monthly view). 

To search for calendar entries:

1. Click the Search Agenda button on the Agenda toolbar. 

2. From the Criteria tab, enter the text you want to search for in the Search for field. 

3. Enter the name of the Agenda you want to search in the Agenda of: field and click the Checkmark button. Select the As designate check box if you have designate rights for the user or resource and want to search as a designate. 

4. Enter the date period you want used for this search. 
5. Click the Options tab and select the options you want to use to define the scope of your search. 

Create an Entry

· 
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 New Meeting - Use them to reserve time in your schedule for any type of activity with a start and end time. You can also use meetings to block off time in your agenda for an entire day or more, such as for conferences or vacations.
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New Daily Note - You can use daily notes to remind you about things you need to do over the course of a day.
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New Day Event - last for an entire day but do not block time in your Agenda.
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New Task - creates and edits tasks, change task completion status and sort tasks.
To edit an entry, click on the entry to display its details.

Delete an Entry

Note: You can delete only those entries, which you created. 

1. Click on the entry to select it. 

2. Select Edit>Cut or Edit>Clear.  

OR

1. Right-click on the entry.

2. A drop-down menu should appear and click on Delete Meeting or Cut Meeting.
View Other Agendas

1. Click  
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 in the tool bar, or select File>Open.

2. Type the name of the person whose agenda you are opening.

3. Click OK. 

Group View

To view the agendas of yourself and other calendars in the same window:

1. Click 
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 in the tool bar. 

2. Type the name of the person or group whose agenda you wish to open.

  Click the green check mark to find an individual or the two-person icon to find a group.

3. Click OK. 

Suggest Date/Time

To search for an open time for a meeting that involves more than one calendar user:

1. Click Create Meeting 
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 in the tool bar.

2. Add or Find the users or group to include.

3. In the New Meeting window, from the Tools menu select Suggest Date/Time.

4. Set the dates and times between which you wish to search.

5. Click List Suggestions.

Select from the list open dates and times for all of those involved.

Printing

1. Click File > Print. You can also print one particular entry in your Agenda by selecting the entry and clicking File > Print Selected Entry. 

2. Click Setup to define your printer setup. 

3. Select the layout you want to use from the Layout drop-down list. Click Options to customize the layout you selected, or create your own layouts using the Layout Options dialog box. 

4. Set the range of dates you want to print. 

5. Select the check boxes for the types of Agenda pages you want to print. 

· Daily: Prints the information from your Day View. 

· Weekly: Prints the information from your Week View. 

· Monthly: Prints the information from your Month View. 

· Multi-week: Prints information for several weeks. 

· Day list: Prints the information from your Day View, but in list form. 

· Calendar: Prints a month-by-month calendar. 

· If you are printing from the Group View, you can select the Group check box and receive a printout of the group members' Day Views. You can also select Group day list, which will give you the information in the group members' Day Views, but in list form. 

6. Click Preview to view your document before printing. 
Customize
To Remove In-tray during startup:

1. Click Tools > Options.  
2. Double-click on General and click on Startup.  

3. Click on Do not open In-tray.

4. Click OK.
To change color settings:
1. Click Tools > Options.  
2. Double-click on Agenda and click on Colors.
3. Click OK.
Turning on Email Notification
1. Click Tools > Options.  

2. Click on the plus (+) sign next to Scheduling
3. Click on Send Notification 
4. Click on the email notification that you prefer.
Using Help
Click Help > Contents.   This will take you to the Oracle Calendar help section.  Help has three tabs:

· Contents - Step by step user’s guide.
· Index - Alphabetically listed training instructions.

· Search – Enter a keyword to search.
NOAA Calendar Quick Reference Guide

This quick reference guide provides a brief demonstration of key features that are available in the NOAA Calendar client.

For comprehensive instructions on the features demonstrated in this quick reference guide and all other Calendar features, consult the On-Line Help by launching your calendar client and clicking on the Help button located in the toolbar or banner of the application or go to: https://webcalendar.noaa.gov.

In-tray - The In-tray displays your new Agenda entries and enables you to manage entries you accepted, sent out and refused. You cannot create new entries from the In-tray.
Contains:

· New Entries.

· Entries you’ve accepted.

· Entries you’ve sent out.

· Entries you’ve refused.

Opens:
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 Your Agenda - Your NOAA Calendar
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 Your Task - A project or work item that is either ongoing or that must be completed in a given time frame.


[image: image15.png]


 Any Agenda - Another person’s NOAA Calendar.
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 Print - You can choose a print layout, the range of dates to print and the types of Agenda pages you want printed.  Information contained in your Day View, Week View and Month View can be printed using a variety of formats.
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