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StaffCal Client

StaffCal client overwiew
StaffCal is a software replacement for the whiteboard based 'Staff In/Staff Out' board.
It is suitable for situations ranging from small business to multi national corporations.
Users can show their activities during the working day and also view other co-workers
activities.

StaffCal provides a visual calendar of what staff have been doing and what they will do.
It allows staff to schedule and display appointments, holidays, activities etc.

Ease of use is a feature. All menus are straightforward and adding appointments (using
templates) is a matter of a few mouse clicks. Time is no longer wasted checking the wall
mounted office board in reception to see if someone is in or out.

Life for the receptionist(s) becomes a lot easier with StaffCal. All the information needed
(in/ out, vacation and whereabouts) is presented on screen, in an easy to read format.
No more callers on hold while someone tries to locate the requested person.

StaffCal will also ensure improved management of resource bookings such as vehicles,
rooms, visitors etc, and activities such as meetings, by scheduling their use effectively.

There are three manuals for the StaffCal system.

Getting started - This covers the planning and installation of the Staffcal data store,
and an overview of managing the StaffCal data stores.

StaffCal site manager - This shows how to configure and manage StaffCal sites.

StaffCal client - (this manual) Shows how to use the StaffCal client effectively.

Getting Started with the StaffCal client

The first time you start StaffCal you may be prompted for a connection string for the
home calendar server.

Your StaffCal administrator will be able to supply you with this the connection string.
The connection string is structured similarly to this example -
Londonserver:2339:User:User

You will then be prompted to login. Select your username from the dropdown list and
enter the password (supplied by the StaffCal administrator) to login.

Next, you need to select the site and group you wish to view the calendar of. Select a
site from the sites dropdown list. ‘Jit&s: Mew farkl ¥ then select the appropriate group
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from the groups dropdown list, /Sfeups: Excutive

The group calendar for that group should then open allowing you to view, add and edit
appointments.
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StaffCal group calendar
a
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n Sites and groups

Mew York w  Eroups: w |

Stes: New'orkl % your home site is displayed here by default. Click on the drop-

down to select another site.

Ry Touthve ¥ Select group from this list to view - only groups from the currently

selected site will be shown.

Options
| Al Options |

This opens the options window and allows you to set your work day lengths, display
colours and language, and change your home server connection string of necessary.

Calendar controls
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IR RN AR

Moves the calendar back one week.

Moves the calendar back one day.
Moves the calendar forward one day.
Moves the calendar forward one week.

Moves to calendar to the current date.

*ﬂ
4
4
i
A
(& Refreshes the appointment data of the currently active group. (Appointments are
automatically normally refreshed every five minutes) .

@

Edit appointments

3 S| H

e

&) Adds a new appointment for the currently selected object. You must have edit
permissions for this object to perform this operation.

(%) Edits the currently selected appointment. You must have edit permissions for this
object to perform this operation.

cl Deletes the currently selected appointment. You must have edit permissions for this
object to perform this operation.

= Opens a window to view the currently selected appointment

Schedules
| % My schedule

(ol Others schedule |

By sebecic Opens the schedule (calendar) view for the currently logged in user.

i) Others schedule

B Reports

| ik Day view | (30 Snapshat | @5 Print - | 2l iI

Opens the schedule (calendar) view for the currently selected user.

Lok Day view
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Shows a detailed list of all appointments for all users in the group for the currently
selected day.

SUsnspsiet Shows a detailed list of all appointments for all users in the group for the

currently selected day and time. If an appointment falls on the same day but not into the
selected timeslot it is not shown.

L IRLL Weekly calendar: Prints a list of appointments for the group for the current
week. If an object has too many appointments on a particular day to fit in the report cell
they will not be displayed.

Daily calendar: Prints the a list of appointments for the group for the
currently selected day

. Emergency print: Quick prints the list of appointments for the group at the current
date and time. This is useful for getting a list of employee locations in the event of an
emergency such as fire or earthquake.

Find
Find: | Enker search |Q; ||

This searches the name and location of appointments for a specified search criteria.
For example: 'Head office’ will supply all staff who have entered this data as the
appointment for the selected week

Finds| Enter search | Enter the search criteria .

“, Perform the search.

Objects and data sharing
: ﬁ User Share : ;j Graup share | L:_:] Mail ko |

@ Obiett. This allows you to edit (if you have edit permissions) or view the object.

.4 OblectShate. This opens the file share designated for the selected object in Windows
Explorer.

M3 b . . . . .
L= PEREREE L This opens the file share designated for the current group in Windows

Explorer.

[Amailto Creates a new e-mail message addressed to the selected object with the
default e-mail client.

Appointments window
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) ' ey L s .
@ W | Gulan, Maoshe from By back noon; Annual leaw |
Kail, Brant workia
Moses, Sherman Drarll:lgl:l A
Rosette, Orville Zpm Flexi leave e
Schreifels, Paul Perth PM

Shows the object and appointment details as well as the object's status for the currently
selected calendar week. If this includes the current day, the current day column will be
highlighted.

m Appointments timeline
| #5/04/2005  Bartus, Horace

Time Appoinkrents |
5:00 PM

Shows appointments in order.

Appointments list

Wiorking
200 AM - 430 PM

The overview of today's appointments in chronological order.

m Date picker

April 200

Mon Tue Wed Thu F
1 2z 3 ¢
7 08 9 101
14 15 16 17 1
Allows you to pick a date to become the current focus.
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Creating appointments in StaffCal

Dk er

O
p il Mo
o

| am warking

.ﬁa

= bw_(nda existing status
.,

kii} Diuration

[
IIIHIrIi!-i

Appeoinkment | Tempianes I.Iil-ﬂ riekes | Reciaring |

@ o

Afternaon All day Time picker

8BS
An appointment is simply an event for an object.

If the object is a person then the appointment might be a meeting, or whether they are in
the office for the day.

If the object is a meeting room, then the appointment might be when the room is booked
and by whom.

If the object is a vehicle or an asset like a projector, then the appointment might be when
the asset is taken out and who has taken it.

The start time and duration of appointments can be set in three ways.

By using a combination of the From, To, Now and Duration buttons and spin boxes.
By using the Morning, Afternoon and All day buttons. Note: The times for the period
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buttons are set in the StaffCal options.
Bﬁ clicking on a start time in the time picker and dragging to an end time.

Title
PSH badk 271
The title of the appointment is typically the activity, (eg: fire training) or in the case of a
booking, who is booking the object.

Date
30704 2008

The date of the appointment

Date picker

.
Oiens a calendar to select the date of the appointment.

Location
Widen Con
Where the appointment will be (eg: Conference Room A), or in the case of an asset (eg:
a irojector) where the asset will be used.

From
LiO0DPM 3

The time that the appointment starts. This is set in five-minute increments. You can
enter the time manually or use the hour and minute selectors to set the time.

Now
Pdeciivd

Sets the appointment start time to the nearest five minute block of the current time.

I am working
[t am warking
This is commonly used to denote that the person is ‘working' but not necessarily in the
office. However this can be used to show other information. For example: if the object is
a meeting room rather than a person it might be used to denote whether the meeting
room is in use.

lam in
11 am in

This is commonly used to denote that the person is In the office. However this can be
used to show other information, for example: if the object is a asset rather than a person
it might be used to denote whether the asset is in use.

Override existing status
| owerride sxisting state

This overrides the in/fout and working status of any pre-existing appointment who's
timing is overlapped by the new appointment.
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An example of this would be that you might make an appointment for 'In the office all
day', 8am to 5pm with the status of 'working' and 'in’ (ie 2 green dots on the group
calendar). Then you might make an appointment for 'Lunch meeting' from 12 - 1pm
which overrides the status of 'in" with the status of ‘out'.

Between 12 - 1pm your status will show as 'out’ (ie: a red 'out’ dot on the group calendar)
as the 'Lunch meeting' appointment has overridden the 'In the office all day’
ﬁointment. The rest of the day your status will show as 'In'.

To
S:00PM

The time that the appointment ends. This is set in five-minute increments. You can enter
the time manually or use the hour and minute selectors to set the time.

Duration
Durabont |8 2 0 =
The duration of the appointment. This determines and is determined by the To spinbox.
You can use the hour and minute selectors to set the duration.

Morning
Morring

Sets the appointment duration to all morning (the morning duration is set in the options
window).

Afternoon
Aftarroen

Sets the appointment duration to all afternoon (the afternoon duration is set in the

oitions window).
All day

Al dary

Sets the appointment duration to all day (the all day duration is set in the options
window).

Shows the appointment duration in a graphical form. You can drag and drop with the
mouse here to set appointment start times and durations.
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Using appointment templates and notes

D.EIJE
T .ﬂ.ppnlmmnnl Will Be Added - Barius, Horace
(L]
¥ mwm | ® shandan changes l
e L | e (10572008 :
B = |
Location
Templates:
| Tite | Time | Guration | Location | @ =
Ak work T:59 AM &0 I ithex buelding
n | |5 i the office gooaM | sio Hers
? ch 12:00 v Bl Chit [0 C
Templatas f! | Wiork break, BildaM | 50 Ouf at the pub
£ »
Motes:
n— —— 1T can be conkached by caling Bl Smith
Mates
Appontment  Templates and notes |Re-n.ﬂ|n;| I

SRR

12

[ate picker

Select template

Templates are pre-defined appointment/ bookings used to enter information into StaffCal quickly.

Templates are the key to getting the most out of StaffCal, they make entry of commonly used

appointments / bookings quick and easy.

For example: If a user wishes to enter that they are in for the day (probably the most common
appointment), all they need to do is click on the 'In' template on the toolbar, then click on the
'accept' button on the appointment form. All fields are filled automatically from the template and

no extra information needs to be entered.

You can still edit data / change times etc after a template has been applied to an appointment.

StaffCal sites come pre-installed with a number of server templates.

In the office .
Lunch.

Annual leave
Sick leave

Out of the office
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The StaffCal administrator can change these templates to suit your workplace.

Title
Lunch |

The title of the appointment is typically the activity, (eg: fire training) or in the case of a
booking, who is booking the object.

Date
[1j05]2005 |
The date of the appointment

Date picker

L

Oiens a calendar to select the date of the appointment.

Location
[Out ta unch |
Where the appointment will be (eg: Conference Room A), or in the case of an asset (eg:
aojector) where the asset will be used.

Templates
o | mk work 7159 AM | £0 | In the building
% In the office 200 AM 510 Here
] LLiric 12:00 P (&1 2k ko lunch

This displays the available templates. The templates listed with a 'globe’ icon next to
them are server templates. Those with a ‘home' icon have been created by you.
Double-click with the mouse on a template to select or use the Select template button.
The appointment window will be opened and changes in status and times can be made.

Select template

Invoke the selected template. You can also Double-click with the mouse on a template to
invoke it.

The appointment window will be opened and changes in status and times can be made.

Notes

|1 can be contacted by calling Bill Smith
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Creating and editing recurring appointments

D‘E!|B

n Appointment Will Be Changed - Barius, Horace

n (Tae:  Lunch Diabe: | 1J05{2008 ' L a

Diatie pickar
Lo ation: ':lLl‘.L'l'.l h.ﬂ'l:h

Location
o Repest
T ok secaring
Mot recurring
P o o
G e 3 " Day of week
covoan | OB osivee el Gl En o —
o 0
Obvery | 0% : " Day of montt
Every nweeks | ¥ Hhinky Ciom e ooty DG“.TMHD‘?H - i
i0n The w | -
n Cionday | 032
Every n months Froquaricy
m L5 Rhways '::-"i-l'ﬂ! i ﬂ

Aharays Date picker

_wammlTu“nﬂmﬁmdmtss mg..nlq]

Unbil

8|35 e
Allows you to create recurring appointments.

Title
Title; i_l_unch

The title of the appointment is typically the activity, (eg: fire training) or in the case of a
booking, who is booking the object.

Date
|1/05/z008 |
The date of the appointment

Date picker

L

Opens a calendar to select the date of the appointment.
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n Location

LosSen: fouttolunch
Where the appointment will be (eg: Conference Room A), or in the case of an asset (eg:
a irojector) where the asset will be used.

Not recurring
O Mak recurring

Sets this appointment not to recur.

B Every n days

Overy [_1 3] Dars
Sets this appointment to recur every n days.

Every n weeks

Sets this appointment to recur every n weeks.

Day of week

on: [ 50 [wima  [w]Tu
lwe  [#lTH  [¥lFrr [sa

The day(s) of the week to put the recurring appointment.

Every n months
Oevery | 03] Marthis)
Sets this appointment to recur every n months.

Day of month
{3 0n The Firsk Day
ConThe |

{rom Day [ @ ;
The day of the month to put the recurring appointment.

Always
Frequency

(%) Always
Sets this appointment to always recur according to the recur parameters.

until
Ukl

Sets this appointment to recur according to the recur parameters until the specified date.

Date picker

]
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Opens a calendar to select the recurring end date of the appointment.

Copyright LyGil Holdings 2008
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Monthly schedules
8 (3] £3 &

Add appointment  Change appointient DElENE appointrznt Today, Réfresh
ﬂ_ IR e o |
g T 130 4%
Date picker e I e e April 2008
1% T4 18 %8 47 T8 1@ A Pty Tias Wl Tia [E1] Sl
e sl | &
i =% AL bk 108 [t s+ fon 3 " =
TERE FIrnm oan T idemi il.’mﬂmu\d
0 il
W Todey 6 7 B g | 1) 1 12|
Calendar (- Trst irrpistn b AM AN
E| aprk " L T e Tast lempials
(K] 0 h:‘ 3 14 £ F h i ig i mnr-_; :
15 i o
rml-w-Jn in AW o o M B Rocal bergiete |
I8 ML zxn 1 Barker 5 e AL T
o 0D e gy | : |
20 1 ¥, 23 24 5 26 |
Appointments list aring uie orking nthe offce joutem
b NG Cominct oide L inch
lLong service:  |n T o 1Eam | weoes
=1 e - =
27 Pﬂ. HJ-‘HW 28 Lnpirg 0

My schedule | i Others schedule

This shows a monthly schedule of appointments for you (My schedule) or the selected

ﬁct (Others schedule).

Add appointment
| a3 Add sppantment

Adds a new appointment for the currently selected object. You must have edit
permissions for this object to perform this operation.

Change appointment
Edits the currently selected appointment. You must have edit permissions for this object
to ierform this operation.

Delete appointment
| s eppiobmest

Deletes the currently selected appointment. You must have edit permissions for this
ob"ect to perform this operation.

Today
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<) Today |
Moves the date window to the current date.

Refresh
| & afresh

Refreshes the appointment data of the currently active group.

Date picker

3 I i T PR
E T 88101 12
13 14 15 16 17 18 18
20 N 2233 M 35 6
f 1 3= a0

4 Today

|4 April ¥
2008

Allows you to pick a date to become the current focus.

Calendar
Calerdar ID!i‘.-‘ |

April

Suin Mon Tue ]

An overview of all the appointments for the calendar month.

AL back 91‘1.36 ‘Peﬂh-

Appointments list

B:O0 &AM - 4230 FM

An overview of today's appointments in chronological order.
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Working with objects
& Ohject

An object is simply something that needs a schedule. Examples of objects are people, assets
that people need to use, rooms or meeting rooms, and vehicle bookings.

There are four parts to an object -

General (click for more detail)
Files (click for more detail)

Notes (click for more detail)
Permissions (click for more detail)

Copyright LyGil Holdings 2008
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1. General

= (b Ject Wil Be Changed

FrstMame:  [Tient Business cther | ]
Iniiaés & ] Business fax. |
Surname: |Bomet Makide: [ |
Employee - [130744 Mabde other: |
Pagea: |
ety TRBome | s
Display Mame:  [Bomed, Trent ] Home: |
Pazsword: e | [l Ensble login Home other |

These are the general (name phone location etc) details for the object.
You can also you can change the password for access to the object.

Note: You can only change details for objects that you have edit permissions to.

Copyright LyGil Holdings 2008



StaffCal client

2. Files

¥ Dhject Will Be Changed

“§ MWiew documsant
4 i Wikad Vistawv'\Lpglh MDD Mopsppat ool A PCANZITHE I'?
n P Lypgi MDD Tomepps groaiow ' Documents g |4 _a
Doturments ).} Add docusment
"l o
u| wil w9 v |ee mf i ¥ Edd documan]
—— ~ Bhws el bl Vistmare\Lpgd, HOD Posaops! grocaisy “
B = D Iil Dielots docummnt
Shara point |
Setetl share poinl  YWiew share point
e Object
Documents
Document description Document location

by Budoet S luailtistazeyhLogl HDD PhewappsharpoalzerGRPCALZ IME
Position summary Wwgilistazey gl HDD Phewappsharpoalzyrh\Documents. are

A list of documents belonging to, or referenced by this object eg; your photo, your CV, your
training records, its operation manual. NB These documents will be available for public access.

o View document

=

This will allow you to view the currently selected document.

o Add document

()

Adds a new document to the document list box.

o Edit document

Edits an existing document in the list box.
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a Delete document

Deletes a document from the list box.

n Share point

Share point; Yulpagil-istazre Lygl_HDD P owappshorpoalsy

This is a pointer to an object's shared directory that clients can transfer files to and from.
It is a handy method for quickly transferring files between people.

[
. Select share point

This allows you to select the folder to use as a share point.
(All objects in the group must have access via the share to be able to view them).

a View share point

This will open up Windows Explorer to view the contents of the share point that you have
selected. (All objects in the group must have access via the share to be able to view them).
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3. Notes

#. Dhject Will Be Changed

: w acceptthisform | 3 <o o i | % Abandon Changes |
fieneral | Generalfcont) | Files Motes | Pemissions
Noles I :
l [08] B] | == v [B][Z][] | v westem v
MiSamSek  w|[12 [¥]
This is a test note 2,
€ * E

& objec

This field contains any general notes about the object.
Some examples:

I work monday, tuesday and friday.

I am based in our city office.
This vehicle is a 4WD manual shift.
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4. Permissions

# Object Will Be Changed

i # grcep this form | 3 Resolve Nomes | ® Abandan Changes .
Ganral | Goemeral frevtt | | Fika | Mikas Pemissions
n ke ba vienw = ilksed o e
Allowed 1o view (&} Everyone - ) £ Evenpane
) Mo ane L (T Mo ane
a AT, ; @ L [Conizire *
Allowid 1o adit ! 2
] Objecl o
(i)
& Ohject

Sets view and edit permissions for an object.

o Allowed to view

Allowed to wview
This sets who is allowed to view the object.

Everyone - all objects from all sites can view this object.

No one - no objects from any sites can view this object ie; they are hidden.
You can hide objects that are no longer used but you are not prepared to delete at this stage.

List - defines groups and/or objects that can view this object.

Only groups that are /ocal to the site can have view permissions, however objects from any site

can have view permissions.
If the object in the 'allowed to view' list is from another

than a name. This is the object identifier. To convert t
from the menu bar.

o Allowed to edit

Allowed to edit

site, @ number appears in the list rather
his to a name click on Resolve Names

This sets who is allowed to edit the object. Edit permissions are automatically granted to the
object itself, however, if you are creating a new object you will not see the granted edit
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permissions until you have saved the object and then view the edit permissions again.
Everyone - all objects from all sites can edit this object.

No one - no objects from any sites can edit this object.

List - defines groups and/or objects that can edit this object.

Only groups that are /ocal to the site can have edit permissions, however objects from any site
can have edit permissions.

If an object has administrator permissions to the group that this object is present in, then this
overrides the edit permissions presented here and the object with administrator permissions
automatically has the right to edit this object.

If the object in the 'allowed to edit' list is from another site, a number appears in the list rather

than a name. This is the object identifier. To convert this to a name click on Resolve Names
from the menu bar.
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Making local appointment templates

o Other statugses

Warking £ In

2 Clinnt appoiniment lemplaies =]
[ In] Appainament — Jlocaion [ H|T]
"l YL ok aac Chut &t e pub ' H.184M 90 948 4M
== Tomplates o i- | Hete |- - B:00 &4 S510| 430 P
Dt b sz - (@ 1200PM GO| 1:00PM
2 Add & new terplate |
"3 Change a lerplale
A Delete a bemplate
it Actions =
< |- »>

Templates

Templates are pre-defined appointment/ bookings used to quickly enter information into StaffCal.

Templates are the key to getting the most out of StaffCal, they make entry of commonly used
appointments / bookings simple.

For example: If a user wishes to enter that they are in for the day (probably the most common
appointment), all they need to do is click on the 'In' template on the toolbar, then click on the
'accept' button on the appointment form. All fields are filled automatically from the template and
no extra information needs to be entered .

You can still edit data / change times etc after a template has been applied to an appointment.

There are two types of templates:

Server based: -These templates are pushed out to the StaffCal clients when they login to the
server. If they are set to appear on the toolbar of the client, they can be distinguished by an
asterisk (*) in front of their title on the client toolbar.

Client based: These are templates made by you - see below.

These templates are created by the user on each individual StaffCal client and are visible only to
that client.
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It is advisable that the StaffCal administrator creates server based templates for common
appointments. This reduces the need for each user to create their own template, and gives a level
of standardization to appointments.

Working / In

Shows the Working and In statuses that the template is set to apply.

Other statuses
]

M

T
-
L AL

- -
Shows other statuses that the template will apply.

N = Now - Appointment start time will be from when the appointment is invoked.
T = Toolbar - The template will be placed on the StaffCal client toolbar.

O = Override - The Working and In statuses applied will override those of any
appointments occurring at the same time.
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Creating and editing templates

|
= ] Apmaintmaerd

Appointment

Locaton

Start timme

| s workeng

Creerride existing status

i Templates

Lunch

Locahon Dt 1o funch

‘ar imva —= 1268 PW -
-

i mm wiieing

Durabon (i)

[ ]l ey am

| Chemmaa geishing slshus |

Hgipd

{
I

This form allows you to set template details.

Appointment

Appointrmeam

Lunch

—aa— 0

From mow

|| Fiace onoalba

Curation

The title of the appointment is typically the activity, (eg: fire training) or in the case of a booking,
who is booking the object.

o Location

Chut 1 I

Where the appointment will be (eg: Conference Room A), or in the case of an asset (eg: a projector) where the asset will

Location:
be used.

1200PW &
The time that th

e appointment starts.

Start

time

This can be a fixed time, or if the From now checkbox is checked, the appointment starts from
when the template is invoked.

o Duration

1] >

[ T00FM )

The duration of the appointment in minutes.
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a | am working

|1 amwarking

This is commonly used to denote that the person is ‘working' but not necessarily in the
office. However this can be used to show other information. For example: if the object is
a meeting room rather than a person it might be used to denote whether the meeting
room is in use.

lam in

|:|I B in
This is commonly used to denote that the person is In the office. However this can be
used to show other information, for example: if the object is a asset rather than a person
it might be used to denote whether the asset is in use.

From now
:IFrclrn s

If the From now checkbox is checked, the appointment starts from when the template is
invoked.

Place on toolbar
Flace on toolbar
If this is checked the template will appear on the StaffCal clients toolbar.
A maximum of ten templates (server and client based) can appear on the toolbar.

Override existing status
E Crvemde emsting status

This overrides the in/out and working status of any pre-existing appointment who's
timing is overlapped by the new appointment.

An example of this would be that you might make an appointment for 'In the office all
day', 8am to 5pm with the status of 'working' and 'in’ (ie 2 green dots on the group
calendar). Then you might make an appointment for 'Lunch meeting' from 12 - 1pm
which overrides the status of 'in' with the status of ‘out'.

Between 12 - 1pm your status will show as 'out’ (ie: a red 'out’ dot on the group calendar)
as the 'Lunch meeting' appointment has overridden the 'In the office all day'
appointment. The rest of the day your status will show as 'In'.
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StaffCal options

a E Langpage
Moreirg and Afternoan end

n Calendar optiomns

Home semver

‘ Language]

ﬂ - r‘J (%) Englsh

= TMemingatartl. g0 aM W Mormingend:  1Z:00F W |
Marming star = am— .
Afternoon start: <110 pM w | Aftermoonend: | g.00 PM “

n SR Tiene black: 15 w | Show tookips: 9]

Afternoon start _ e

B- - CObiects codor! I Tudg.;;l.nﬂtt: I

Time Block = / 1

w_-ge_eﬁgbfswr"' I
n_- B.:l:kurw'uﬂiql?-__ e I I_'.l

Objects Colour s = { |
Weekdays Colour Background Colour Show tooltips Today Colour
Wy Oplions |

Sets the general options for the StaffCal client. You will be prompted to restart the
StaffCal client when you have made changes.

Home server
Home Server:

This is the connection string (text) for your 'home' StaffCal server. The home Staffcal
server is the server where your account (object) is present.

Your StaffCal administrator will be able to supply you with the connection string.

Morning start

Marning skart: | 00 &M »

This sets the start time of your normal working day. The appointment timeline will start
from here.

Also the morning button on the appointments form will insert this value as the start time
for the day.
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a Morning end

Morning end: élZ:IIIIII PM |

The morning end of your working day. The morning button on the appointments form
will insert this value as the end of the morning.

Afternoon start
Afternoon start: | L.oppm e |

The afternoon start of your'working day. This sets the start time for your afternoon
appointments.

Also the afternoon button on the appointments form will insert this value as the start of
the afternoon.

Afternoon end
Afternoon end: | g.00 pM v

The normal end of your working day. This ends the appointment timeline of your all day
and afternoon appointments.

Time Block -
Timne block: lig w |

The blocks (of chunks) of time to display the appointment timeline in. For instance
selecting 15 minute blocks will display a division on the timeline every quarter of an hour.

Show tooltips
Shove toolkips:

Show tooltips for StaffCal controls and lists.

Objects Colour

Objects color; |

The colour to display objects on the calendar lists

Weekdays Colour
Weekdays color:

i

The colour to display appointments on the calendar lists

Background Colour

Background color: |

The background colour for the calendar list.

Today Colour

Today color: I

The colour to display today's appointments.

Language
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¥ Eniglish

Sets the language display for StaffCal. Currently only English is available.
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Connecting to your home server

Connect your home calendar server

Servername port:iconnecname: password

LotdonSeryer 12339 User Lser

Connect Exit

Connect string Connect

n Connect string

LondonServer 2339 User User

This is the connection string (text) for your 'home' StaffCal server. The home Staffcal
server is the server that your account (object) is present on.

Your StaffCal administrator will be able to supply you with the connection string. an
example connection string is: Londonserver:2339:User:User

Connect

Conrect

Connects you to the server designated by the connection string.
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Logging in to StaffCal client

Login to the StaffCal server for your site

Izername
UserMarme: |Bartus, Horace v |
F e e |
Password
Login Dptions Exit
Laogin Options

o Username

UserMName: |E-ar11151 Horace b

Select your username from the dropdown list to login as.

Password

Passuord: | & & %%

Enter the password (supplied by the StaffCal administrator) for your username.
Login
Logir
Login to your 'home' StaffCal server using the selected Username and password.
6 Options

Dptions

This opens the options window and allows you to configure your workday length, display

colours, language and change your home server connection string if necessary.
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