Working with Resources

In the Netscape Calendar, resources are anything “non-human”. This includes pieces of
equipment, rooms, etc.

Opening a resour ce agenda

A resource has an agenda of its own. To open resource agenda, select File > Open
Agenda > An Agendaand click the search button, then select the Resources tab.

Directory search
People | Resources 1
Resource name
Resource number
IV Local resources only
Search
0 Found:
EJ I Cancel i Irtorration i Erirt l Help l

Resources are assigned a name, a number and a designate (since the resource cannot
accept or reject entries for itself)

L eaving the resource name and number blank and clicking the Search button displays all
the resources in Calendar.

100 Eound:

Alerander Theatre

Arnzler BO00KM testing machine
AT “Workzhop

B aldiwain B00KM testing machine
Bemwick 203 - Board room
Bemick computer lab 212
Benmick computer lab 213 3

L1

Ej Cancel |Fterraticr Brirt... Help

Sdlect the desired resource and click OK.
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Open Agenda |

Cpen agenda far;

|res:T raining Room CLAZ8/G22/cl28022 !

] % I Cancel | Help |

If the name of the resource is aready known, its name (e.g. “The Widget”) may be typed
in the View the Agenda of box, bypassing the search.

Here the agenda for aresource called the Training Room CL/28/G22/cl28g22 has been
selected. Clicking Ok opens the agenda

File' Edit Wiew Options  Commumicator  Help

: 0B a MO E ' mOE 0 3w
il Iritray Agenda Tasks Day Week Matith MNewttg  Hew Tast New Event

-

A Todaw o s % Monday, 13 Sep to Sunday, 19 Sep, 1999 (Weel

Monday 13 ITuesda}t 14}'Vednesda\; 1’:']Thursday 1EI Friday 17 ISaturday 18| Sunday 1

12:000m

For Help. press F1 | Tuesday, 14 Sep, 1959 [agpm [ By [ R [

Note that the tile bar shows the agenda as being “Opened for” the resource. This
indicates that only invitations may be created.

Creating an agenda entry (an invitation) should be regarded as a request for a booking for
the resource.

It is the responsibility of the resource’ s designate to then confirm or reject the booking by
replying on behalf of the resource. The resource’ s designate is then regarded as the
resource’ s manager.
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Booking a meeting

When booking a meeting, it is useful to be able to book all the attendees and the proposed
meeting room in one action. Opening a group agenda with all attendees and the resources
involved will do this.

Opening for Spencer, Julie M,

Add:

{ IF4IC
Peat, Diane J. Delete |
Pedrott, Karen K.

Spencer, Julie M.
Training Room CL/A28/G22

(] I Cancel I Help |

Here a group agendais being opened for 3 attendees and a training room. Clicking OK
opens the agendas.

% Group Agenda for Spencer Julie M_ - EST-10EDT |- [Of <]
File Edit “iew Options Communicator Help
s [ 3 W * e
_J Intray Agenda Tazks Mew btg  Mew Taek WNewEvent New Mote Frirt
Jd Al Todaw o s & i Wednesday, 15 Sep, 1939 (Week 37)

Combined | Digne J. Peat | Karen k. Pedrotti Julie b: Spencer |\g Room CLI2EG22, ol

9:30am

10:00am

10:30am

11:00am

11:30am

12:00pm

12:30pm

1:00pm

13
For Help. press F1 | Wwednesday. 15 Sep, 1999 fioieam | By | R | 2

A group entry may be created which constitutes invitations for the attendees and booking
requests

Combined | Diane J. Pest ‘ Karen K. Pedrotti | Julie b Spencer |1g Room CLI2BIG22,

8:30am

10:00am

10:30am

11:00&m ‘

11:30am

12:00pm
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Resour ce Designate

Acting as aresource designate involves accepting or rejecting invitations within the
Calendar of aresource. To do so, the resource’ s agenda must be opened in designate
mode (designate rights must be awarded for this operation to succeed). Select File 2>
Open Agenda - An Agenda as Designate and select the appropriate agenda.

Act az Designate l

“work: on behalf of:

Citizen, Jane J k.
FPedratti, Karen k.

(0] I Cancel | Help

Clicking Ok then opens the Agenda as Designate window.

Open Agenda as Designate l

* Dpen the agenda of The Widgst, 4242424 %

(" Open a Group view with:

e | | E]@ E

The "Widget

B4 i Cancel | Help |

Y ou then have the option of selecting an additional group. Thisisuseful if you are trying
to organize a meeting involving both resources and people.
Selecting open the agenda will result in the following window
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& The Widget [designate] - 21-09-99 - EST-10EDT =] E3
File Edit “iew Options  Communicator Help
T [ = m
J [ntray Agenda Tasks Dray Wwieek
] A Teday s s N Tuesday, 21
:00&m _:.J
9:30am -
10:00&tm =
For Help, press F1 | Tuesday, 21 Sep, 1999 v

Note that the title bar shows the agenda opened as The Widget in designate mode.
Invitations created by other people must be accepted or rejected by the resource
designate. Replying to the invitation whilst in designate mode does this.

Eﬁ The Widget [designate] - 21-09-99 - EST-10EDT
File Edit “iew Options  Communicator Help
Ty & = N B
# Iritrap! Agenda Taszks Dray Wieek b anth
0w W d Todw s oss & Tuesday, 21 Sep, 1999
S:00&tm _:J
3 30am
10:00am ﬂ IT Training Cwidget Room) 10 00&m-10; @ :
30pm —
10:30am
11:00am
11:30am ooy
For Help, prezs F1 | Tuesday, 21 Sep. 1999 v

To reply to an invitation, double-click on the invitation agendaitem. The reply section for
the entry will appear.
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ts IT Training Bi= B
File Edit Wiew Commuricator Help
- I
i Update  [lates Mew dag
&2 @ Pedrtti, Karen K.
2 @ Thewidget
T [~ Sumrnay ~Feply for The Widget
8 The IT Training | wil attend
Location: ‘Widget Room " I'will not attend
Time: Tuesday, 21 Sep, 1399 10:00 arm-10:30 pro % | will confim later
Propozed b Pedrotti, Karen K. ¥ | would prefer another time
For Help, press F1 | Tuesday, 21 Sep, 1999 MooeEam | &y |3 4

Select either
» | will attend (to confirm the booking) or
* | will not attend (to refuse the booking)

When sending such areply, it is recommended to send an emailed confirmation or refusal
to the entry creator to advise them of the booking's status. The creator (“proposer”)
appears in the Summary section (top pane) in the Reply section.

Adding Resourcesto Calendar
If you have particular resources within your area, which you would like to be made

available through calendar, then refer to the following web site.
https://mdsadmin.monash.edu.au/cgi-bin/admin/menu
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