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Welcome to the StaffCal site manager.

The StaffCal site manager allows you to configure sites and add, move and delete groups and
objects. The site is normally installed on the same server as the StaffCal data store (StaffCal
server). However it can be installed on any machine that it is convenient to work from.

This document gives an overview of how to use the site manager along with the calendar
database administration utilities.

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 manual) This shows how to configure and manage StaffCal sites.
StaffCal client - Shows how to use the StaffCal client effectively.

Notes on planning the layout of the StaffCal system.

The division of people or objects into groups and the location of servers needs to be carefully
considered.

If you have a smaller business with only one location, you probably only need to install one
site (server).

For a functional diagram of this configuration see LAN Configuration

For a diagram of the data store structure see Site Structure

If you have a larger business with multiple locations using a WAN (Wide Area Network) or
possibly even locations connected via the Internet, you will need to configure multiple StaffCal
sites.

For a functional diagram of this configuration see WAN Configuration

For a diagram of the data store structure see Site Structure

Generally speaking you should have one server for each physical site and a maximum of about
300 people or objects per server. This however is only a guideline and if for instance you had
many small sites linked by a high-speed data service to a central 'head office' ,you may need only
one StaffCal server with all Staffcal clients connecting to head office.

Any computer connected to the network (running TCPIP) with any Windows98 or above
operating system is suitable for use as a StaffCal server. However the higher the specifications
of the server the better the data transfer rate. Other enhancements such as a good backup
system, high speed network cards and RAID drives are also a plus.

Client distribution:

Run the setup package StaffCalClientSetupx-x.exe on each client machine.

NOTE: To make distribution easier, you can specify the home server connection string as a

parameter for the setup package. eg: Run the command line 'StaffCalClientSetupx-x.exe
Myserver:2339:User:User".
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This will automatically use the specified connection string when the user starts the StaffCal Client
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Logging in to the StaffCal site manager

LIzer name Paszword

Connect to a calendar ser

ACcoLnt

User name: |administrator | Pagsword; | s skow |

Calendar server

192.168.0.38:2341 v | |Paris server |

Connect Exit

]

Calendar server Connect Maore servers

This is the main logging window for the StaffCal site administration utility.
If you do not have an administrator account user name or password or server address, you can

run the file IPCFG in the StaffCal data store program group to retrieve the administrator
connection string and retrieve the relevant information.

o User name

User name: | administrator

This is the StaffCal administrator user name and supplied by the calendar administrator.

o Password

Password: |********

This is the administrator password as supplied by the calendar administrator.

o Calendar server

Calendar server

102,168.0,38:2341 v | Paris server

This is the path to the calendar server in the form Hostname: Port.
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The host name can be in the form of a DNS name, or as an IP address.
Some examples are:

TokyoCalendarServer:2339

192.168.0.55:2339

More servers

-]

Opens a browse list of all StaffCal servers that have been connected to before.
Connect

Connect

Connects to a_StaffCal server using the current username and password.
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StaffCal servers

7 Calendar servers |Z|_ |X|

-
'i!"
& — Hosts 2

9 | 3E: London server
2 Add a new calendar

BR.0.37 Mew ‘York server
192 168.0.33: 2341 Pariz zerver
'@ Change a calendar
FEIVED

[pgil-londaon. hopto. arg: 23 Londaon [E sternal]
Ipgil-newmork. hopto. arg: ] Mew York, [Extemnal]
[pgil-pariz. hopto,arg: 2347 Pariz [E=ternal]

Calendar servers

A Delete a calendar
FEIVET

bl

= Actions

¥ Cloze thiz window

This window shows a list of all StaffCal servers previously connected to. You can add, change or
delete StaffCal server connections from here.

__o Hosts

‘2 Add a new calenda
FEMVED

"= Change a calendar
SETYEl

Delete a calendar
FEMVED

Add, change or delete calendar server connections.

o Calendar servers

192.168.0.36: 2339 Lahdah server

132.168.0.37:2340 Mew ork, server
1921680382341 Fariz server
[ygil-londaon. hopta.org: 23 Londaon [E sternal]
[wgil-newwark. hopto.org:d Wew vaork, [Esternal]
Ingil-pariz.hopto. org: 2347 Paniz [External)

The list of StaffCal server connections showing the connection details and a description of the
calendar server site.
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Change a StaffCal server

Host Hoast:Part: :}» 192.168.0.37:2340
Dezcription Mew Yark server
Description ak, Cancel

This window allows you to add, change or delete calendar server definitions.

Host
HostPot:  1182.168.0.37.2340
This is the path to the StaffCal server in the form Hostname: Port.
The host name can be in the form of a DNS name, or as an IP address.
Some examples are:

TokyoCalendarServer:2339 (DNS)

192.168.0.55:2339 (IP)

Description
Liezcription Mew v'ork, zerver
A user-friendly description for the StaffCal server.
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Sidebar menu

h- Site Info

Connect to another site

#’\

) || ' conrwer b anattiar sk
| ol Update ol sites

'#Emm:hﬁum:ruhmbm

a8 =t the realn name

Frealins

Update all sites

Pramote / Damaote sie

Sites in the realm

=
Set the realm name ‘ﬁ Shes

[}
=
o
ul

Groups and objects

:i Merye an object
{ 38 cony an abject
| & Remawe an ohiect
[ Migrabe 2n cbiject

Maripulate obpecis

o Connect to another site
40 Connect to another site

Closes the session and opens the Login window to connect to another site.

Update all sites
& Update all sites

-

Chirafisi. Trey
Gural, Burton
Henize, Mittord
Herbert Hilanio
Hamington, Damen
Juras. Castopber
Kaemingk, Carla
Keabla, Benjamin
Fangdam. Wm
Kolasa Foss
Kxaammea, Bart

Levenak, Reytord

Wi e N e

Sites m the realm

SHe headar

Groups

Chjects

This is only visible if the site is a realm master. This updates all the sites in the realm

with the realm master's site configuration data.

This is necessary if you make any changes to the master sites list to ensure that all sites

have up to date information about each other.

Promote / Demote site
-":3 Demoke this site bo a.r

r& -l i
This either promotes the site to a realm master or demotes a site to a realm member.
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Set the realm name

#% Set the realm name
This is only visible if the site is a realm master and sets the name for your realm.

Sites
2 add a site

2 Edit & site
A Delete a site

This is only visible if the site is a realm master. It allows you to add / edit or delete sites
on the master sites list. (see working with sites)

Groups and objects
‘3 Add an object

"2 Edit an object
& Delete an object

Allows you to add / edit or delete groups and objects on this site.

To add a group you must have the top site entry on the list highlighted.
To edit or delete groups you must select the relevant group.

To add an object you must have the group that you wish to add the object to
highlighted.

To edit or delete objects you must select the relevant objects.

Manipulate objects
'ﬂ Find objects
B Move an object
f"n; Copy an object
& Remove an objeck

ITI:.J Migrate an object

Allows you to :

1: Find objects or groups in this site or on other sites.

2: Move or copy objects to other groups within this site.

3: Remove an object from a group. This only removes the instance of an object from a
group. It does not delete the object itself. If this is the last instance of the object in any
group, you will not be able to remove it, you must use the delete function instead. (This
will permanently delete the object)

4: Migrate an object. This moves an object and all its associated appointments to
another site.

Sites in the realm
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Sites in the realm

b | Site Mame

| London
e rork,

This is the list of sites in the realm as provided by the realm master.

Site header
Groups & objects

.... et

34 Chirafisi, Trey
Shows the objects that belong to this group.
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The realm master

A realm master is simply a machine that holds configuration data for all the sites in the
realm, so that all sites have up to date information about each other. When the realm
master sites list is changed the site configuration data is updated (pushed) to all the sites
in the realm.

There should only ever be one realm master in your realm.

Copyright LyGil Software 2008
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Set the Realm Name

# Set the realm name

Realm name; +| LyGileo ||

Save
Fealm Mame

* Sef the realm name

When you accept this form you will be prompted to update all sites, click Yes.
(This is required to keep all sites updated with the realm master site data)

Realm Name
Realm narne: +|LyGiIcu ||

Enter a name for your realm here. This will probably be the name of your company or
organisation. When prompted to update all sites, select Yes.
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Working with sites

n A Site Will He Changed
Sitename . I spq petaits
° Site Mare: :ﬁh_y.-.l_'!"nrh f
o ~Wser connect shing: [ 192, 165,0.37: 2340: User:User
Uiser connection skrin
: g [#] it is ondins
n_ T Authentication
Admin connection stang | admin connect string:  |192,168,0,57:2340; Administrator
e —
Adrinistrator passwiord Licensze type
Site reqistration
Registered username: | LyGilSoftware || Licenss type: B &
a J Regtration Key: [LYGRC-01I0V1-PEATOA-MTWSACWDORY-BBC124 | |00
Reqistered user name Fivs obiect fcenss
o oK | Cancel |
Registration key o o

Walidata Reguest Registration

2 4dd a site
3 Edit 5 site
2 Delete a site

This window allows you to add or edit site details. If this is a new site you will get a message
'Invalid User/License Key' - click OK.

When you accept this form you will be prompted to update all sites, click Yes.
(This is required to keep all sites updated with the realm master site data)

Site name

Site Mame: Mew Yark,

Enter a meaningful name of this site eg a town, city or company division name.

User connection string

Ilser conneck string: | 192,165.0.37:2340: User: ser

Check the user connect string which is automatically displayed is the same as the user connect
string supplied whilst installing the data store for the site that you are configuring.

Note: If you have lost the connection string details, then you can run the file IPCFG in the
StaffCal data store program group on the site you wish to configure to retrieve the connection
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strings.

[Do not use LocalHost or 127.0.0.1 as the computer name. This refers to the local machine and
when StaffCal clients use this, they will be trying to get data from a non-existent local data
store.]

Admin connection string
Admin connect skring: 192, 168,0,37: 2340 &dministrakor

Check the administration connect string which is automatically displayed is the same as the
administrator connect string supplied whilst installing the data store for the site that you are
configuring.

Note: If you have lost the connection string details, then you can run the file IPCFG in the
StaffCal data store program group on the site you wish to configure to retrieve the connection
strings.

[Do not use LocalHost or 127.0.0.1 as the computer name. This refers to the local machine and
when you try to update sites it may be pointing to a non-existent local data store.]

Administrator password
Administrator passwiord; |tk

This is the password for the administrator account. By default the administrator password is
'password' (lowercase & case sensitive)

Registered user name

Registerad username: >{ LyGilsoftware

This is the user name supplied when you registered the software.

If no registration details are entered the site will default to a maximum of five objects in the site.

License type

License bvpe: B »

This is the license type for the software and indicates the number of objects that can be
entered.

B: Unlimited objects beta license (freeware)

U: Unlimited objects

C: 100 objects

L: 50 objects

T: 20 objects

X: 10 objects

If unlicensed, then there is a maximum of only 5 objects

RegistrationI key |

Reqistration Key: LYGRIC-0110%1-PeA 704 -MT WS AR-YYDDR:

This is the registration key supplied when you registered the software.

Validate
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This verifies that the registration key is correct and displays the number of objects below the
registration key that the site is licensed for.

Request Registration
>
This will redirect you to our website to obtain a Registered User Name, Registration Key,
and License Type. You can obtain a license from www.lygil.com/staffcal/register.htm
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Working with groups

Group name

S Grmip WL s € hangad = | a
u i R - G resre Wil ; i | 2 Share point
Actmon = T -
Shan= Poirk: =
Resala namas D B n
Lctve diectoy [NOT YET IMFLEMENTED)
[C] Pepidss rom sctive disclog Vigw Share Paint

Active directory

G0 Glussy | !ﬁ
Los! groug:

n - ) Evtiyine Salect Shar Painl
(& Moone
Allowed Lo wiw permissions Ol T | %)
|
| )
L]

Allowed to sdrmister pemrms Akt by kit ———

Groups + Dbjecks (=

‘3 Add & group

A group is a set of similar objects (sales people, all staff, visitors, meeting rooms etc)
A group can only contain objects from the site that it exists on. (off site object inclusion will be
implemented in future versions)

This window allows you to add or edit a group description.
You can define a group name and set access permissions for the group.

o Group name

Group name: :|>| Feception ||

This fields sets the descriptive name for the group.
You should make this name representative of the set of people/assets who will be using this
group.

Share point
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Share Paint;

This is the UNC (Network) name of a shared folder that all the objects in the group can use as a
file repository. It is a handy method for quickly transferring files between people in the group.

Select Share Point

(]

This allows you to select the folder to use as a share point.
(An object in the group must have network access permissions to the share to be able to view
the files).

View Share Point

£

This will open up Windows Explorer to view the contents of the share point that you have
selected. (An object in the group must have network access permissions to the share to be able
to view the files).

Active directory
Active directary [MOT YET IMPLEMEMTED)

[ ] Populate from active directony

Active Directory dynamic connections are not yet implemented.

It is envisaged that Active Directory dynamic connections will allow creation, maintenance and
descriptions of objects to be maintained and synchronised with the Active Directory structure.

Allowed to view permissions
Allowed to view

) Everyone
{(*) No one

) List |

This determines which object or groups are allowed to view the group.

Everyone - all objects from all sites can view this group. This is initially set to 'everyone' as no
objects have been created to set permissions at present.

No one - no objects from any sites can view this group (hidden). Hidden groups can be useful
as a holding place for objects that are no longer used but you are not prepared to delete at this
stage (eg casual staff not working at present)

List - defines the groups and objects that can view this group.

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

If the object 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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Allowed to administer permissions

Allowed o adminizter

Display Hame E]

27647 74ABFABEEFE

Bechler, Dee

This is a list of objects that are allowed to add, change, or delete objects within this group from
the StaffCal client.

An example of this might be a receptionist who is trusted to look after the maintenance of
objects within a group (for example: the executives group) rather than another staff member.

If the object allowed to administer is from a 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.

Resolve names
% Resolve names

If an object in a permissions list is from another site, you will only see the objects identifier,
which is a 16 digit hexadecimal number.

Use this menu item to resolve that number into a name. If the remote site has a slow link, the
resolve process may take some time.
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Working with objects

2% Groups + Dbjects ﬁ

3 Add an object
"2 Edit an ohject
& Delete an object

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.

Objects can belong to one or more groups at one site.
There are four sections to an objects description-
General (click for more detail)

Files (click for more detail)

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

Follow the steps above, and once complete click Accept this form (or Abandon Changes).
Add further objects as required.

Objects can be imported in bulk from external sources, see Importing objects for more details.

Note: The StaffCal administrator should ensure all staff (objects) at one location are members of
a special single group (eg: "All Staff) so that in an emergency to the receptionist can quickly print
the "Emergency" print out displaying the movements of all staff at the current date and time.

A staff member (object) can be a member of multiple groups.
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1. General

Account

Uzer Mame ]"Fl'ﬁ:ulmel Prare IP

Diplay Hame:  Bamel, Trent Hare: |

Fazswod: Camee | [@lEnsblelogn Hesta e — -

l‘: 3
;?f.' Groups + Dbjects &

‘3 Add an object
"2 Edit an object
& Delete an object

Most of the details here are self-explanatory.

However, please note that both the User Name and Display Name are constructed
automatically from the first name and surname of the object. If you do not wish this to occur
simply fill in the User Name or Display Name before entering the first name or surname details.
Whilst a password is not necessary it is advisable for security reasons to create one. If the

password is left blank, then anyone can log into StaffCal Client using that object name, and will
be able to change that object's details.
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2. Files

. Dbrject Will Be Changed

Wiew document

Documangs

Add documesnl
e ot A L0 B ) RIS » Eilt docuriit
n Shaeposnt | \hegdistesny L pgd HIOD Thowspongincaioy| ':l |E| a
Shara poent Clalete docymant

Seber! share point  ViEw ghan poid

=y
"*,r. Groups + Dbjects &

‘3 Add an object
"2 Edit an object
& Delete an object

o Documents

Document description Dl:u:ument ||:u:at||:un
] 1] B I_J|:||:|Eet a
Position summary

) nappziarpcalzvi GRPCADZIINTC
Wil "-.-"IStaST'-.-"‘-.L_lrlgl| HO D hocwappsharpoalsyrs Documents. g

A list of documents belonging to, or referenced by this object eg; your photo, your CV, your
training records, an operation manual. NB These documents will be available for public access,
and will be accessible to anyone who can view the object.

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.
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Edit document

Edits an existing document in the list box.

Delete document

Deletes a document from the list box.

Share point
Share paint; SngilvistazeesLpgl HDD P owappsharpoalsy

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.
(An object in the group must have network access permissions to the share to be able to view
them)

View share point

This will open up Windows Explorer to view the contents of the share point that you have
selected. (An object in the group must have network access permissions to the share to be able
to view the files).
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3. Notes

#. Dhject Will Be Changed

: w fccept this form | 38 7 e | @ ghandon Changes |
Gieneral | General(cont) | Files Motes | Pemissione
Males . 2
GRE B0 OE EEEE 8N B0E V¥ ve-
MiSemSeil w12 ]
This is a test note 2
€ * E

=y
"*,r. Groups + Dbjects &

‘3 Add an object
"2 Edit an object
& Delete an object

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

25

@ b - (ject Will Be Chanped

Adlawed 10 view § # ecap thaform | 3 Resove Names | X ghandon Charges | |
Getmasial | Gl o | | [ | Hole Peamissionz
Alwend oy vim Eformed I et
[®h Evepypons ) Evespore
@ (3 Mo o ) Mo ore
Afiowed 1o edd Ll (& Lin [ Contaie )
| ]
1 Dtyect &
] Lﬂ
=3

e

'?; Groups + Objects (&)

3 Add an object
"2 Edit an ohject
& Delete an object

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 in use and that you are not prepared to delete yet (eg

contract staff who often get new contracts).

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 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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Allowed to edit

Allowed to edit
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
permissions until you save the object and then proceed to edit it.

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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Moving and copying objects

. Move object

Chject .
-~ Obiject: |Bartus, Horace |
0—_ _ From group: | Executive |
From B To group: M arketing v/
[ Move ] [ Cancel ]
To

_'E Move an object
# Copy an ohject

This window allows you to move or copy an object from one group to another within the same
site.

Note: If you need to move an object to another site use migrate instead.

Copy creates a pointer to the object in the new group, rather than a new object. This means
that all appointment, documents and other information is preserved.

Conversely this means that if you remove an object from a group and that object also exists in
another group, only the pointer to that object is deleted, the object and all its associated data
remains intact.

If you delete an object that does not have any pointers to other group, then the object is truly
deleted. If an object is deleted you cannot recover any data associated with it.

o Object

Object: |Bartus, Horace

The object to move or copy.

o From

From group: Erecutive

The group to move or copy from.

e

To group: |Marketing

The group to move or copy the object to.
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Importing objects

Expart from Actee Directory

1 Anuign Ml far akject import... A&

g

oA siEmerity > o T a
1 ™ Ay l
Shiom The it ronadiine — i_nm Fiekd ['niuia Target Fisid [= impost Fisld -
e i Bragn e Feld 1 (Muray chuepis LOCALCE] G0
o Unasuign held Faekd_2 it LOCALOER Qe Type
» — |Feld_E mrray ATy erhans LOCALOR | Lisaidames = Fiold 7
Sl the mpart group 4 ”“'_‘F"“‘d- — Fickd_4 Muray LOCALOR] Canlogon
Freld_% sy glco com L OB Pessaiorg
g P [ S | - 1.t roiorect
A = Pkl _7 MRETEV] LOCALOELL T
Set import fiedds ¥ lmpot deta LOCALOR Firsthiame = Fiekd_2
j ® Cancel gt LOCALCE Hnks
L CALDR Dzl hiane = Fleid 1
LOCALDRD i Tiie
€ ] B e Y I ¥

g
0:0
B

Stnp header recornd

The StaffCal manager allows you to bulk import objects into groups from tab delimited (TSV) files.
These can be from sources such as Active Directory lists or your own custom staff lists.

Dynamic Active Directory object synchronisation is still under development

To bulk import active directory objects:

o Export from Active Directory

1: In Active Directory users and computers, go to the group you wish to export objects from.
2: Make sure that the fields you wish to export are displayed in the viewing pane. (Right click /
View / Add-Remove columns)

3: From the menu select Action / Export list.

4: Save as a Tab Delimited file

o Open the import procedure

In the StaffCal Manager menu, select File/Import Objects

o Set the import %rou?
Container to impott into.  |Evecutive

Select the group to import the objects into.

o Set import fields

“ield_A1 Murray Gilespie
“ield_2 lzer LOCAlL OB Object Type
“ield_3 MUrrayianyswhere LocALOB): UserMarme = Field_¥

Drag and drop matching fields from the left hand pane to the right hand pane.

Lo ALOB.:GUID

Strip header record
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1{ Strip header record (field names)

Check 'Strip header record'. Active directory leaves field names as headers by default.

Import the data
¥ |mport data

Click on 'Import the data' to start the import process.
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Migrating objects

*. Migrate object

From
Object Object:  |Bartus, Horace |
e |.
- Site: Paris v/
Site
| Group: |Legal v
a/ [ Migrate l [ Cancel ]

(Sroup

’i}' Migrate an object

Migration moves an object and all it's associated appointments to another site.

This can take some lime if the data link is slow.

Object

Fram

Ohbject: Bartuz, Horace

The object to migrate.

Site

Siter Pariz

The stie to migrate the object to.

Group
Group: Legal

The group on the foreign site to migrate to.
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Find a group or object

o  Find & group or object
Find o Cuery
| Find: tsm |
a From: Site Name | Site Computer Name |
Lardar 192, 168.0, 36! 2330 Liser:|lzar
Fram .
Besules: | Display MName (Granp Site
frrowsmith, Logan g A1
a ' Bussmann, Sid L& Large group (1000) | Paris
Klusmeyer, Danwin o Marketing Mesw York
Results Nessmith, Shan U8 Large group (1000) (g Paris
Prestwich, Erasmo S Large group (1000) : Paris
SIermonsma, Carson L3 Large group (1000) g Paris
Smalimon, Cary o Legal s Pric
Smart, Herey 4 Large group (1000) g Paris
Smietana, Forrest 4 Large group (1000) (s Pric
Yasmadides, Dana 3k Legal g Paris
TIRUER A T >
Brd | | Cose |

,ﬂ Find u:lI:qu:-:I:s

Find objects or groups in this site or in other sites.
Find

Find: sm

The text to search for.

From
Frorm: Site Mame:

The site(s) to search for the group or object.

Results
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Display Mame Group Site
Arrowsmith, Logan B Large group (10007 ™ paris
Bussmann, Sid e Large group {1000} b Paris
Klusrmeyer, Darnwin S Marketing e York,

List of the groups and objecté found.
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Server appointment templates

2 Server appointment lemplates L= A
Arasal | save B15AM 530 505 FM
Tamplates = At wack, [AM)

Al ok [P
'3 Add s naw lerplate

Ieshing &l day
3 Changs a terglat Sichleave SO0 AM 490 400 PM
2 Dalste o bemplate

e

b : =
' Ations =

_% 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 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 (Unless you wish to).

There are two types of templates:

Server based: These are the templates that you are creating here -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 StaffCal client
toolbar.

Client based:

These templates are created by the user on each individual StaffCal client and are visible only to
that client.

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.

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

In the office.
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Lunch.

Annua leave

Sick leave

Out of the office

The StaffCal administrator can change these templates to suit your workplace.
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Editing server templates

.‘x

Cluration
Appointmerit.. :
e * Template Will Be Chanped
“,\ ; :
e Appointment [t vk |
T | Location [irvthe buiding |
Location Stamtme  [B30AM s Dusston mins) | BOOPM
o____——-"”f__ 2 [11 am warking =11 amin [ From now [#] Fiace on todlba
__J__,--"'f [ Dvesnide esisting 5%‘; I|I
Start time L Ntes: / 1 T ~
2 / | |
/ ' '
/ /' '
: / _ | =
| arm working Iff % Ill = i‘| -
I,-’ I;|' s s '||
."IIII |II II'
s O 0 ©

Cwerride existing status | arm in From now Flace on toolbar

This form allows you to set template details.

Appointment
Appoirtment il waprk

The description of the appointment / booking.

Localicn: [In the buiding

Location
The location of the appointment.

Start time
[B0aM &
The time that the appointment starts.

This can be a fixed time, or if the From now checkbox is checked, the appointment starts from
when the template is invoked.
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Duration
510 &)l | S00PM |

The duration of the appointment in minutes.

| am working
[#] | am wreking
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
[#] | am i
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
[ Fram riemws

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

Place on toolbar
[#] Place an taabai
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
[T] Overtide exizting status
This overrides the in/fout and working status of any pre-existing appointment that
overlaps the time of another 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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WAN Configuration

Y
:éq-i—# — ~
——m——

Wide area network

oy
T
D @ i

The realm layout for a realm with multiple sites.
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LAN configuration

Realm eg: MyCompany

StaffCal clients

SteffCal data store (Senver)
This hold all the staftCal
abjeclts and

Y Appointments.

It also has a site na
Paris

The realm layout for a realm with only one site.
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Site structure

The structure of groups and objects within a site.
A site is made up of one or more groups, which contain objects (people, assets, bookings).

An object can belong to one or more groups within a site.
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The data store manager

The IP Data Server Manager (IPSRVMGR.EXE) is a handy utility that you can use to perform a number of
operations on the Data Store including:

Setting the communication port number.

Stopping and starting the data store.
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License agreement

The StaffCal license is is based on a per server(site) seat model. This means that for every
license you can have one server(site) with as many objects that the license allows, and as many
StaffCal clients as you like. If you plan to use more than one server you need to purchase
additional licenses.

The following is the LyGil Software Licensing agreement.

LyGil Software
Software Program License Agreement

THIS IS A CONTRACT. PLEASE READ IT CAREFULLY. BY INSTALLING, USING OR
COPYING THE SOFTWARE PROGRAM YOU ACKNOWLEDGE THAT YOU HAVE READ AND
ACCEPT THE FOLLOWING TERMS AND CONDITIONS. IF YOU DO NOT AGREE TO THE
TERMS OF THIS AGREEMENT, DO NOT INSTALL, COPY, OR USE THE SOFTWARE
PROGRAM.

THIS LICENSE AGREEMENT REPRESENTS THE ENTIRE AGREEMENT CONCERNING THE
SOFTWARE PROGRAM BETWEEN YOU AND LYGIL SOFTWARE. AND IT SUPERSEDES
ANY PRIOR PROPOSAL, REPRESENTATION, OR UNDERSTANDING BETWEEN THE
PARTIES.

1. LICENSE GRANT. LyGil Software (referred to as "Licensor"), and any applicable licensors
hereby grant to you, and you accept, a non-exclusive license to use one copy of the Software
Program solely for your own personal or business purposes. The Software Program may be used
only on a single computer owned, leased, or otherwise controlled by you; or in the event of the
inoperability of that computer, on a backup device selected by you. Concurrent use on two or
more devices is not authorized without the advance written consent of Licensor and the payment
of additional license fees.

You agree that you will not assign, sublicense, transfer, pledge, lease, rent, or share your rights
under this License Agreement. Upon loading the Software Program, you may retain the Software
Program for backup purposes. You may make one copy of the User's Guide for backup
purposes. Any such copies of the Software Program or the User's Guide shall include Licensor's
copyright and other proprietary notices. Except as authorized under this paragraph, no copies of
the Software Program or any portions thereof may be made by you or any person under your
authority or control.

2. LICENSOR'S RIGHTS. You acknowledge and agree that the Software Program consists of
proprietary, unpublished products of Licensor, protected under U.S. copyright law and trade
secret laws of general applicability. You further acknowledge and agree that all right, title, and
interest in and to the Software Program are and shall remain with Licensor. This License
Agreement does not convey to you an interest in or to the Software Program, but only a limited
right of use revocable in accordance with the terms of this License Agreement.

3. LICENSE FEES. The license fees paid by you are paid in consideration of the licenses
granted under this License Agreement.

4. TERM. This License Agreement is effective upon your installation, copy or use of this
Software Program and shall continue until terminated. Licensor may terminate this License
Agreement upon the breach by you of any term hereof. Upon such termination by Licensor, you
agree to return to Licensor the Program and all copies and portions thereof.

5. LIMITED WARRANTY. THE SOFTWARE PROGRAM, AND THE SOFTWARE CONTAINED
THEREIN, ARE LICENSED "AS 1S", AND LICENSOR DISCLAIMS ANY AND ALL
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WARRANTIES, WHETHER EXPRESS OR IMPLIED, INCLUDING (WITHOUT LIMITATION) ANY
IMPLIED WARRANTIES OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR
PURPOSE. LYGIL SOFTWARE DOES NOT WARRANT THAT THE FUNCTIONS CONTAINED
IN THE SOFTWARE WILL MEET YOUR REQUIREMENTS OR THAT THE OPERATION OF
THE SOFTWARE WILL BE ERROR FREE.

6. UPGRADE POLICY. LyGil Software may create, from time to time, update versions of the
Software Program. At its option and at such a fee as LyGil Software may determine, LyGil
Software may make such updates available to the Licensee.

7. LIMITATION OF LIABILITY. Licensor's cumulative liability to you or any other party for any
loss or damages resulting from any claims, demands, or actions arising out of or relating to this
Agreement shall not exceed the license fee paid to Licensor for the use of the Software Program.
In no event shall Licensor be liable for any indirect, incidental, consequential, special, or
exemplary damages or lost profits, even if Licensor has been advised of the possibility of such
damages. SOME STATES DO NOT ALLOW THE LIMITATION OR EXCLUSION OF LIABILITY
FOR INCIDENTAL OR CONSEQUENTIAL DAMAGES, SO THE ABOVE LIMITATION OR
EXCLUSION MAY NOT APPLY TO YOU.

8. COSTS OF LITIGATION. If either party brings any action to this License Agreement against
the other party regarding the subject matter hereof, the prevailing party shall be entitled to
recover, in addition to any other relief granted, reasonable attorney fees and expenses of
litigation.

9. SEVERABILITY. Should any court of competent jurisdiction declare any term of this License
Agreement void or unenforceable, such declaration shall have no effect on the remaining terms
hereof.

10. NO WAIVER. The failure of either party to enforce any rights granted hereunder or to take
action against the other party in the event of any breach hereunder shall not be deemed a waiver
by that party as to subsequent enforcement of rights or subsequent actions in the event of future
breaches.

11. U.S. GOVERNMENT RESTRICTED RIGHTS. The Software Program and Documentation
are provided with Restricted Rights. Use, duplication, or disclosure by the Government is subject
to restrictions as set forth in subparagraph ((c)(1)(ii) of the Rights in Technical Data and Computer
Software clause at DFARS 252.277-7013, or subparagraphs (c)(1) and (2) of the Commercial
Computer Software--Restricted Rights at 48 CFR 52.227-19, as applicable. Manufacturer is LyGil
Software.
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