Ad-Hoc Group Agendas

An Ad-Hoc entry is one whose members are defined “on the fly” Thisisuseful for
arranging meetings between people on a* one-off” basis

Opening an Ad-Hoc group agenda
To open an ad-hoc group agenda, select File > Open Agenda 2> A Group Agenda.

Selection for Group Agenda
Opening for Spencer, Julie .
st & searcn
) O] facility
Spencer, Julie M. Delete | -
oK | Cancel | Help |

Use the search feature to add Calendar Usersto the Agenda List.

Directory search
People l Aesources I Groups I
Surname Given Mame Iritialz
Org Unit 1 Org Uit 2 Org Unit 3 Org Unit 4
Drganization Private Domain Admit Domain
Search |
Found:
Add

[ Cancel ittt Help

Add all the usersto the group list



Directory search B2

P.eople-l Fesources I Groups I

Surmane : Given Name : Initials
|pedrotti | |
Org Urit 1 Org Unit 2 Org Lnit 3 Org Unit 4
Organizatior : Private Domain édm_ih:lfr'oma"rri

Search |
1 Found 2 Selected:

edrol A Ouijil, 5ahar 5.
=l Pedrotti, Karen K.
»> Add all
Hemowe =
Infarmation. ..

ok | cancel | B [ Hep |

Clicking Ok redisplays the Group Agenda selection Window.

Selection for Group Agenda

Opening for Spencer, Julie M.

Add:

[ L] ol ]
Dl Sahar 5. Delete |

Pedrott, FKaren k.
Spencer, Julie M.

Clicking Ok againopenstheagenda.
$ & Wednesday, 18 Aug, 1999 (Week 33)
Jullie M. Spencer

dd o Todaw s a2
Combined | Sahar 5. Ou

Faren K. Pedrothi

The procedures covered in the section on Predefined group agendas may now be used for
time management for the group.



Mixed —-mode Groups

It is also possible to work with groups derived from a mixture of predefined groups and

ad-hoc groups.

To open such an agenda, select File > Open Agenda - A group Agenda and select the

predefined group.

Select a Group
— Groups displayed:
RS SR Selected group:
v Public T Members only Wfidget Developers
W Private [ Al Group oviner:
Groups Awvailable: Group Members:
wighDey | [Citizen, Jane ] M.
webEPK Ellis, Kirsten A.
WwiebFaceley Khan, Ross A.
“Webmaster's Office Sunderland, James P.
webrnaster's Office
wWebmaster's Dffice
“Wholefoods Bestaurant
iafidget Developers
“Women's Studies and Gender Re:
wiorkeover Unit
Whorks and Services Branch
“whorks Branch i
Erint Groups..., l Print Members... l
Ok I Cancel | Help |
Click Ok to return to the Group Selection Window.
Selection for Group Agenda

Opening for Spencer, Julie k.

Add:

Citizen, JaneJ M.
Elliz, Kirsten A.

Khan, Ross B.
Spencer, Julie M.
Sunderland, James P.

ok |

Delete |

Cancel | Help |

Click the group button again to add another Pre-defined group.




Select a Group
— Groups dizplayed:

W Public ™ Members only
™ Private I an

Selected group:
ITS Desktop Support

Group e

Giroups Available:

Group Members:

ITS Data Preparation
LTS D=sktop Support

H] S npart
ITS Development
ITS Erec Team

ITS Information Systerms

ITS Client Services, BelwmkfF'en;j Andersen, Gregory T.
ITS Client Services. Caulfield Gay, kMark k4.

ITS Clignt Services. Caulfield Savannah, Michasl B.
ITS Client Services, Gippsland Schendzielorz, Peter H
ITS Client Services, Gippsland Schulz, Christiane C

Troeth, Leon G.
‘wholfzon, Meale .
"wrang, William C 5.

ITS Information Spstems Support 'I

Erint Groups... _l Print Members...
Ok I Cancel I Help

Click Ok again redisplays the Group Selection window.

Selection for Group Agenda

Opening for Spencer, Julis M.

Add:

Anderzen, Gregom T.
Citizen, Jane J W,

Drart, Stephen &,

Elliz, Kirsten &,

Gay, Mark .

Khan, Rosz R.
Savannah, Michael B.
Schendzielarz, Peter H.
Schulz, Chriztiahe C.
Spencer. Julie M.

ok |

Cancel |

L

Help |

Click the Search button to add individual Calendar usersto thelist.

Directory search

People I Resources l Groups l

Surname Given Mame |itials
!F'edrottl I |

Org Unit 1 Org Unit 2 Org Unit 3 Org Unit 4
Drganization Private Domain

Admin Domain

1 Found:

Pedratti, Karen k.

Cancel

> Add all

| Erint. I Help

Clicking Ok add the individual s to the Agenda List




Selection for Group Agenda

Opening for Spencer., Julie M.

Add:

Citizen, Jarne J M.

Drart, Stephen A,

Elliz. Kirsten &,

Gay, Mark M.

Khan, Ross R
Pedratti, Karen K.
Sawvarnah, Michael B.
Schendzielorz, Peter H.
Schulz, Chrigtiane C.
Spencer, Julie M.

ok |

Cancel |

_ﬂ Delete |
=
Hep |

More groups or individuals may be added to thelist. Individuals may be removed from
the list by clicking on their entriesin the list and then clicking Delete. Once al the
Calendar users have been placed in the Agenda List, clicking Ok opens the agenda.
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Group agenda procedures may now be used.




Modifying the agenda list

An additional button appears when working with group agendas.

|
s "

B e A A Todaw b ) R

+

&

Clicking this button opens the Agenda Selection window again.

Selection for Group Agenda
Spencer, Julie M.
Add:
] ] O
Khan, Ross R. Delete l
Sawyer, Ronl.
Spencer, Julie k.
Ok, | Cancel | Help |

Additional Calendar users may be added or deleted from the Agenda list. Clicking OK
reopens the agenda with the adjusted Group list.

Opening group agenda as designate

Calendar groups do not have a designate assigned to work on their behalf. Instead, the
Open Group Agenda as Designate option allows a group agenda to be opened, with one
agenda opened in designate mode.

This allows adesignate (either for another Calendar users or aresource) to invite, for
instance, a group of Calendar users to an event and perform aroom booking using only
one action.

To open such an agenda

File > Open Agenda > An Agenda as designate



Act az Designate I

whork, an behalf of:

L zZe A==

F'droti, Kaen k.

Ok l Cancel I Help l

Select the person or Resource for whom you wish to works as Designate - Click OK

Open Agenda as Designate l

&+ ‘Open the agenda of Jans J M. Citizeré

" Opeh a Group view with:

s | \Fa S Fg

Ok I Cancel | Help |

Select “Open a Group View with” from the Open Agenda as Designate dialog box
Select the group or add the names of the users/resources you wish to invite in the Add
box



Open Agenda as Designate

" Open the agenda of Jane J M. Citizen
% Open a Group wiew with:

sdd | || %] 2

Citizen, Jane J M. Delete |
Khan, Rozz R
Sawyer, Fon |,

OF I Cancel Help

Click OK to open this Group Agenda as a Designate

Combined | Jane J M. Citizen | Rozs R Khan Ron |, Sawser

9:00zm
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10:00am

10:30am
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12Z:000m
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For Help, press F1 | Tueszday, 14 Sep. 1999 |4:33 prn (B & [ 2

In the above example, the group agenda consists of two Calendar users and one user (Jane
Citizen) in designate mode. Thiswould allow the creation of invitations for all the users
except the person whose agenda was opened as designate, where the entry will be created
and marked with a confirmation of attendance (“1 will attend”).

It is also possible to open the agenda of aresource as designate in this mode. In such a
case, the group agenda would consist of Calendar users and/or resources and a Calendar
resource in designate mode. In such an agenda, creating an entry for the whole group
would result in the users receiving an invitation and a booking confirmation being entered
for the resource.



It isonly possible to open one agendain designate mode using this function — al others
are opened in “invitation” mode



