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Overview 
 
This guide will walk you through each of the different functions in the OnCore Facility (OCF) 
Scheduler.  Due to minor updates and enhancements made to the program, some of the 
functionality in the OnCore Facility Scheduler may be slightly different as described in this 
guide.  
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 Scheduling on resources is done by scratching dates on a pad of paper located near the 
resource. 

 Every one has their own personal schedules using post-it notes, pocket calendars, 
handheld devices and computers. 

 You or your secretary may schedule many different meetings. 
 Data obtained by you or your representative from the resource session may be stored 

on multiple removable drives or network drives. 

 OCF Scheduler will try to help you organize your schedules and data in one convenient 
tion by making them accessible using the web. 
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The users can coordinate their schedules and data in one place.The users can coordinate their schedules and data in one place.
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The OCF Scheduler user will use the system to schedule both professional and personal events. 

 
The scheduler user will be able to schedule professional and personal events as well as 
tracking data gathered while using the resources in a single environment.  However, all 
personal schedules are kept private and are not track by any resource administrator. 
 

• Allows scheduler to cross talk with other core services. 
• Allows scheduler to incorporate your personal schedule. 
• Get detailed tracking and reporting of usage in different accounts. 
• Get email, pager or phone reminders. 
• Interfaces with PDAs. 
• Link data gathered from other core services. 
• Add notes to each session. 
• Easily search notes and retrieve data. 
• Grant other users access your calendar or data. 
• Schedule a meeting by asking your participants to confirm. 

 

Requirements 
 

• You must register for a user account and follow your departmental policies. 
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• The scheduler requires cookies and java to be enabled in your browser. Please refer to 
your browser’s “Help” section for guidance in setting your browser preferences. 

 
Navigating the Scheduler 
 
You will be required to log into the system to view the scheduler.  However, visitors may view 
resources in the Resource Schedule.  Before we continue with this guide, get a feel for the 
navigating tools and windows in the OCF Scheduler. 
 

Some Terminologies Used in the Guide 
 
Resource = Nikon Confocal, FACS, a computer, etc. 
Session = the time slot you have signed up for. 
Event = what is happening during the sign up time (cy3 in situ...). 
Description = (optional) detailed information about the event. 
Schedule = calendar. 
 
Below is an example of the typical page in the Scheduler. 
 

 

Your Login 
Status is 

located at the 
bottom of the 

page above the 
Navigation 

Links. 

Navigation 
Links 

 
The Navigation Bar allows you to 

navigate user settings. 
At the top of the page are the Navigation Tabs 

to easily navigate the Resource Schedule, 
Personal Schedule, My Data, Public Calendars 

and the Search Tool. 
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Setting up a New User Profile 
 
Visit your departmental resource page to access the OCF Scheduler. 
 

 
• Click on the “New User Sign up” link to access the new user registration page and 

create a user profile. 
 

 

This information is not required if 
the resource that you want access 

is a free resource. 

 
• Fill out the form. 
• For billable resources, include your P.I. and account number if you will be using any 

billable resources. 
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• Click on “Submit” to create a new profile. 
 
You can always edit your user profile after you have created it. 
This action will take you to the Resource Scheduler page listing all current services in the 
group. 
 
Alternate 

New User – Email Already in the Database 
 
If you are creating a new user account but although you have previously created one, a 
message in a new page will indicate this. 
 

 
 
You may inquire about the account information that was previously created or simply create 
another account with the same email address. 
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• Clicking on the “Send me my account information” button will send you an email 
messages containing your login name and password. 

 
Dear Scheduler User, 
 
OCF Scheduler login information: 
 
Login Name: USER 
Password: what?iexist? 
 
This information was sent to agellon@u.arizona.edu because a request for login/password was 
made from 128.196.193.109 on May 21, 2003, 12:56 pm 
 
Thank you, 
OCF Scheduler Administrator 

 
• Clicking on the “Create another account with this email” button will continue with the 

new account set-up with the same email address.  This option is especially useful for 
administrators or those who want to keep different profiles for different accounts. 

• Make sure to re-enter a password 
 

 
 
 

     Account Information 

The account information is only required if you requested a billable resource when 
you signed up for an account.  For example, some departments may have many 
resources where resources are available free of use such as departmental or group 
computer workstations. 

If you do no include the billing information, your profile status is complete but in the 
“User Information” section, will have an asterisk (*) next to your status.  However, when 
you request to use a billable resource, you will be required to provide an account 
number and account holder (Principal Investigator).  Your status will become 
“Complete”. 
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Alternate 
 

New User – New Account Number in the Database 
 
This window appears if you have requested a billable resource and your account number is not 
in our database. 
 

 
 

• Enter the account name: You can add several accounts in your user profile by 
specifying unique names to each of your accounts.   

• Enter a description: Give a short description of your account. 
• Enter an expiration date: Enter the date when your account will be terminated. 

 

Review Your Profile 
 
Once you have created your profile, you will be taken to the Resource Schedule page listing all 
resources currently in service.  Scroll down at the bottom of the page.  There, you will see your 
logon status. 
 

 
 
Before you proceed to scheduling a resource, double-check your user information. 
 

• To view or update your profile, scroll down to click on the “Profile” link. 
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The Profile Manager 
 
The profile manager page will allow you to edit your information; change your password and 
add/delete additional account associations to your user name. 
 

 
 

• Make the necessary changes. 
• Click on the “Submit” button to update the changes. 

 

Setting Your Password 
 
You may change your password at anytime by accessing the Profile Manger. 
 

 
 

• Enter a new password. 
• Re-enter the new password. 
• Click on “Set Password” to update the changes. 
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Accounts 
 
The account information is listed in the accounts list page.  You may enter multiple accounts 
using a single profile.  And, you may remove obsolete accounts here.  The information will 
show the account names that you have given them, account numbers, expiration dates and 
your descriptions of the accounts.  You may choose which default account is used by the 
Scheduler. 
 

 
 

• Choose the appropriate account as your default account (click on the radio button under 
the “Default” heading. 

• To remove obsolete accounts, click on the “Remove” link. 
 
NOTICE:  When you click on the “Remove” link, you will NOT get a verification 
pop-up notice.  You account profile will be remove immediately. 
 

Add a New Account 
 

 
 

• Enter the account number in the text box. 
• Click on the “Add to List” button to submit the account number. 

 
If the account number is not already in the database, a new page will open. 
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• Enter the name of the account. 
• Give a description of the account. 
• Enter the expiration date by using the pull down menu. 
• Click on the “Save” button to create the new account 
• OR, Click on the “Exit” button to abort the creation of a new account. 

 
Setting Your Preferences 
 
You may customize the way you view your calendar here. 
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• Choose and set your preferred language and calendar views.  
• Calendar views may be set by day, week, month or year. 
• Click on “Yes” on the “Include Invites” if plan to use the collaborations feature of the 

Scheduler. 
• Choose the time format. 
• Click on “Yes” on the “Display unapproved” if plan to use the collaborations feature of 

the Scheduler.  This will notify you of any invitations that need approval in the 
Scheduler. 

• Choose whether to display the week number on the calendar. 
• Choose the day your week will start on. 
• Choose your workday window. 
• Choose your display color preferences of your calendar. 
• Click on the “Save Preferences” button to apply the preferences. 

 
This action will open your personal schedule with your preferences displayed.  
 

Sharing a Calendar 
 
You may allow other members to view your calendar.   Sharing your calendar is necessary for 
the collaborations feature of the Scheduler. 
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• Make sure to check “Include Invites” radio button 
• Click on the “Save Preferences” button to apply the changes. 
• This action will take you back to your “Personal Schedule”. 

 
See “Inviting Members”. 
 

Forgot My Password 
 
If you have forgotten your “User Name” and/or “Password”, you may retrieve them here. 
 

 
 

• Click on the “Forgot your logon information?” link at the “Scheduler Login” page. 
 
This action will take you to the “Password Request Form”.  If you have entered a different 
email address at registration and do not remember it, please contact the appropriate resource 
administrator.  Alternatively, you may also create a new user profile with the correct 
information. 
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• Enter your email address used at the time of registration. 
• Click on the “Send my Password” button to request the Scheduler to email the login 

information to you. 
 
The Resource Schedule 
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• To see the schedules of resources, click on the links or choose the resource at the 
“Resource” pull down menu at the bottom of the page.  

 
The Resource Calendar 
 
You must be an account holder to view this section.  The OCF Scheduler requires cookies and 
java to be enabled in your browser. Please refer to your browser’s “Help” section for guidance 
in setting your browser preferences. 
 

 
 

• Use the pull-down menu for the “MONTH” views months past or future. 
• Use the pull-down menu for a “SPECIFIC DATE” will open detail by day. 
• You may choose to view by month, week or year by using the links at the bottom of the 

calendar. 
• Click on the “Add New” link to add an event. 
• If the day schedule is full, click on the “Notify” button to add you to a waiting list if a time 

slot becomes available. 
 

Viewing the Calendar 
 
The calendar will be viewed according to how you set your preferences. To view by week, 
month or year, click on the links or use the pull up menu to choose a specific date. To view the 
calendar by day, click on a specific day (the number) to display the window by day. The current 
date will be highlighted. 
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The current 
date will be 
highlighted.

 
Scheduled events will be displayed on the calendar. To visualize a brief description of an 
event, simply move the mouse over it (see the image above). The event name and the 
description associated with the event will be displayed and clicking on the event will show 
details of that event. 
 

• Mouse over a scheduled event to view the schedule synopsis. 
 

Scheduling Time 
 
The amount of time you may reserve prior to an event will be depending on how your resource 
administrator configured the scheduler.  Please refer to your resource web page for 
information.   
 

• Logon to the scheduler and proceed to the resource of interest.  
• To schedule a time slot, click on the “Add New” link on the calendar.  

 
Note: If you are accessing a billable resource for the first time, you will be required to 
complete the billing information (see “Creating an Account List”).   The scheduler will not 
permit you to enter a time in the past.   
 
If the resource that you are trying to access is not a billable resource (the managing 
department will not charge you), the Scheduler will take you to the “Event Manager”.  
Proceed to “Adding an Event”, otherwise you must first get authorization to use the 
resource. 
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Requesting Access 
 
If a resource requires new user authorization, you will be given the option to request access. 
 

 
 
You will see the message above if a resource requires special approval before the initial 
scheduling of time is permitted.  This option is usually required if a resource requires special 
training or certification.  Send in a request and the resource administrator will contact you via 
email with the authorization. 
 

• Click on the “Send Access Request” button to submit a request. 
 
If you try to log on without prior approval, a status report will be given to you. 
 

 
 
Once you receive an email notification from the Scheduler, you may then proceed to 
scheduling an event. 
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Adding an Event 
 

 

The availability 
of the resource 

is displayed 
here. 

Messages here will be 
sent to the resource 

administrator 

Alternate email 
addresses will show if 

here. 

 
• Enter an event name. 
• Give a brief description of the event. 
• Enter the time, date, and duration of the scheduled event. 
• Enter any session requests in the “Session Requests” textbox. 
• If email confirmation is desired, check on the “Send confirmation email” checkbox. 
• Enter a value in the “Send reminder” textbox. 
• If being reminded, check the correct email address to use- you may have configured an 

alternate email address to use. 

• If you want to export the entry, click on the Export this entry (Palm, Outlook, iCal) checkbox. 
• Click on the “Save” button to save the event. 
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When you save the event, the scheduler will add your event to the calendar and if you 
exported the entry, you will be prompted to save the file. 
 

 

Events are written on the 
reservations calendar 

when entries are 
submitted. 

 

 

Event entries can 
be exported and 

in sto PIMs or PDA

 
• Click on the “Save” button to export the event to your PDA, Outlook or vCal.  You will be 

asked by your operating system where to store the file. 
 

Scheduling Conflict 
 
If an event entry is accepted, your request will be added to the calendar.  However, if another 
user has reserved time on a particular resource that you wish to use, you will be given an 
option to be notified if the requested time becomes available. 
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• If you wish to receive an email if the specific time becomes available, then click the 
“Notify me when times become available” button. 

  

 
 

• Select the desired email address(es) and click on the “Add Me” button.  You will receive 
an email notification each time another user's appointment is cancelled or if they finish 
early (the user must log off the system). 

 

     Special Logon 

Sometimes, users forget to log off systems or perhaps are scheduled but may be away 
from work for a variety of reasons.  In these special cases, contact your resource 
administrator to override reservations. 

 
The Event Manager 
 
You must be an account holder to view this section.  The OCF Scheduler requires cookies and 
java to be enabled in your browser. Please refer to your browser’s “Help” section for guidance 
in setting your browser preferences. 
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Event Overview 
 
This view will display the information about your event entry. 
 

 
 

• Click on the “Event Overview” button on the navigation bar.  The event manager will 
post how much time you have to cancel a scheduled event. 

 

View Calendar 
 
This view will display the calendar according to your preference settings. 
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• Click on the “View Calendar” button on the navigation bar to display the calendar. 
 

Edit Entry 
 
You may modify the event name, description, date, time and the duration of a scheduled event. 
The event manager will also indicate up to when you may edit the event.  
 

 
 
Click on the “Edit Entry” button on the navigation bar to modify your event entry. 
Make the necessary edits to the entry then click on the “Save” button when completed. 
 

Delete Entry 
 
If you must delete an event within the minimum time to cancel, you must contact the resource 
administrator to make the deletion for you.  
 

 
 

• To delete an event, simply click on the “Delete Entry” button on the navigation bar.  
• Confirm by clicking on “OK” button on the dialog box. 
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Notification Options 
 
The notification options will allow you to configure Scheduler to remind you of an upcoming 
event or not.  To modify your notification options, click on the “Notification Options” button on 
the navigation bar. 
 

 
 

• Add the number of hours before the email reminder will be sent out or do not remind 
yourself by not checking the “Send to” checkbox. 

• Click on the “Save” button to make the changes. 
 

Session Notes 
 
The session notes function in the Scheduler allows you to make text entries related to your 
event.  
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• If you want to attach notes to your entry, click on the “Session Notes” button on the 
navigation bar and enter your notes on the dialog box. 

• Click on the “Save” button to attach the notes to your entry. 
 

File Links 
 
The file links view will allow you to manage files associated with your work by linking files 
stored in multiple locations (hard-drive, network drive, Zip disks, etc.) to your sessions. Links 
will be updated on the display. 
 

 
 

• To add links to files, give a description to the link. 
• Then click on the “Browse” button to browse your system. 
• To link to a file on the local or mounted drive, click on the “Create Link” button to link 

the file to the event. 
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• To remove file associations to your session, check on the “Remove Link” checkbox. 
• Click on the “Unlinked Selected” button. 

 

 
 

• Confirm the action by clicking on the “OK” button in the dialog box. 
 

Extend Session 
 
This option will allow you to modify your event entry and extend your session should you think 
that you have underestimated your time slot reservation.   There may be a maximum 
allowance tied to a particular resource.  You may only extend your session if there is a time 
slot open after your scheduled event.  You may modify the event if the event is not within the 
minimum window for cancellation.  Contact the administrator of the resource that you are using 
to make changes if within minimum time window or extending beyond the maximum time 
allowance.  
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• Click on the “Extend Session” button on the navigation bar to access the 
configuration page. 

• Use the pull-down menu to add additional time to your session. 
• Click on the “Extend” button to commit to the time. 
• This action will take you back to the “Event Overview”. 

 

Resource Info 
 
This view will display the availability of the resource that you are accessing.  The availability of 
the resource is also found in the “Adding an Event” page. 
 

 

This information is 
not found in the 

“Adding an Event” 
section. 
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• Click on the Resource Info button on the navigation bar. 
 
The Personal Schedule 
 
You must be an account holder to view this section.  The OCF Scheduler requires cookies and 
java to be enabled in your browser. Please refer to your browser’s  “Help” section for guidance 
in setting your browser preferences. 
 
The personal schedule displays the list of all your upcoming events, collaboration events (i.e. 
meetings), and option to view the whole calendar or export the recorded events to other 
programs or devices.  Unapproved events (scheduled by others) will also be displayed here.  
Events tagged with the asterisk are events that require your approval.  This option will only be 
displayed if you configured Scheduler to display all unapproved events.  The example below 
shows a typical personal schedule window. 
 

 

Clicking on this button will 
take you to your personal 

calendar. 

You can access the Personal 
Schedule by clicking on this 

Navigation Tab. 

 
Clicking on the “View” in the details column will take you to the “Event Overview” of the 
resource that you have reserved.  The export option function is described in the “Adding an 
Event” section. 
 
A new page will open with the information detailing the event. 
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The Personal Calendar 
 
Your personal calendar will be displayed according to your personal preferences.   It will 
combine both your reservation entries and your personal schedules.  To access the personal 
calendar, click on the “View Personal Calendar” button in the while in the personal schedule 
page. 
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Adding a Personal Event 
 
In this section, you will be able to schedule an event and make them available for public 
viewing or completely private.  You are able to set repeating events and remind you of 
upcoming events via email, pager or phone.  Event entries can easily be to your favorite PIM 
or PALM device. 
 

• To add an entry, click on the “New Entry” link in the personal calendar.  You will be 
taken to the “Personal Event Manager“. 

 

 

Set public or 
private access 

here. 

Configure 
repeating 

events here. 

 
• Enter a name to the event in the textbox. 
• Enter a brief description of the event. 
• Set the date of the event by using the pull-down menu or click on the “Select” button 

to choose a date. 
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• Enter the time to the event in the textbox. 
• Enter the amount of time for the event in minutes. 
• Using the pull-down menu, select whether the event is to be made private or 

available for public access. 
• If the event is to be repeating, configure how the event should be repeated. 
• If you wish to be reminded of an upcoming event, use the pull-down menu to 

configure when you want the reminder and where the reminder should be sent. 
• If you wish to export the event entry, click on the “Export” checkbox (also see 

“Adding an Event” for additional information). 
• When completed, click on the “Save” button to record the entry.  

 

Inviting Members to Your Event 
 
You can use this option to schedule a meeting and inviting members to your event.  The 
invitees will be given an opportunity to accept or reject your request.  An invitation will 
automatically add entries in their own “Personal Schedule”.  Rejections will remove the 
rejected entry from the Scheduler.  In your preferences, assure that you have checked 
“Include Invites”.  It is also suggested that you check “Display Unapproved” to flag 
unapproved events in your  “Personal Schedule”. 
 

 

These two options should be turned on.

 
By choosing the “Display Unapproved” option, you will see a notification at the lower left hand 
side of your personal calendar.   
 

 
 
Clicking on the link will display all unapproved appointments that you can confirm or reject. 
 

32 



OCF Scheduler Release Version 1.0  Resource User Guide 
 

 
 

• Clicking on the “Approve/Confirm” button will record the event as approved. 
• Clicking on the “Reject” button will record the event as rejected and removed from your 

calendar. 
 
To create and invite members for a meeting, follow the instructions in the previous section.  
There is one difference in this view; there is a list of participants to choose from. 
 

 
Partial view of the Event Manager with “Include Invites” options “NO”. 
 

 
Partial view of the “Event Manager” with “Include Invites” options “YES”. 
 

• If you have checked “Include Invites” in your preferences, you will see a “Participants” 
window listing all members in the “Event Manager” when you add a new entry into the 
personal schedule. 

• Invite a single user by highlighting their name or use the your keyboard control key to 
choose multiple participants. 

• Click on the “Save” button to record the entry.  
 
The “Event Manager” will add the event to yours and your invitees’ calendar in the “Personal 
Schedule”.  Mousing over the meeting entry will show your descriptions and clicking on the 
event will open the “Event Manager”. 
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If yo
this
 

 
 
 
 
 
If an
Man
 

ur invitees accept your invitation to join your event, your “Event Manager” will note 
. 

 
This section displays invited 

participants that have 
pted your requacce est. 

This section displays invited 
participants that have not responded 
to your request yet. Note that the (?)

symbol is displayed. 

y of your invitees reject your invitation to an event for whatever reason, your “Event 
ager” will also note this. 
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This section displays invited 
participants that have accepted your 

request. 

This section displays invited 
participants that have rejected 
your request. Note that the (?) 

symbol now displays (Rejected).

 
 
 
 
 

Invited to Join an Event 
 
When someone invites you to join an event, the OCF Scheduler will send you an email 
providing you with the name, description and the time of the event.  A link to the “Event 
Manager” will be provided in the email to allow you to accept or reject an invitation. 
 

 

The person 
inviting you 
to an event.

The person 
being invited 

you to an 
event 

 
If you approve the appointment, the person setting the meeting will see this in their calendar. 
 

35 



OCF Scheduler Release Version 1.0  Resource User Guide 
 

 
Approve/Confirm 

 
If you reject the appointment, the person setting the meeting will see this in their calendar. 
 

 
Reject 

 
You can also view all invitations (whether accepted or rejected) listed in the “Upcoming 
Events” section of your “Personal Schedule”.  Unapproved upcoming events will only be 
displayed here if you have checked “Display Unapproved” in you preferences. 
 
A scheduled event record that resulted from an invitation will be deleted from your 
calendar if you reject an invitation to join an event. 
 
The view shown below will update when you accept or reject an invitation. 
 

 View and confirm 
individual events

here. 
 
 

Exporting Scheduled Events 
 
Events can be exported for use with other personal information management programs such 
as Outlook or for use with PDA devices such as the Palm devices.  To export the file, click on 
the “Export” button. 
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• Save the file to disk. 
 

 

If nothing happens after 
clicking 

export, look for 
this notice. 

 
My Data 
 
You must be an account holder to view this section.  The OCF Scheduler requires cookies and 
java to be enabled in your browser. Please refer to your browser’s  “Help” section for guidance 
in setting your browser preferences. 
 
My Data will display the “File Upload Summary” listing all uploaded files associated with 
individual events and the “Linked File Summary” listing all linked files to events.  Your ability to 
upload files into a network drive will depend whether your OCF Scheduler Administrator has 
set up this option.  Please contact your resource administrator for the availability of this option.  
The linking of files option is always available to you. 
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• Click on the “View” link to see the details of the event in “Event Manager”. 
 
Viewing Public Calendars 
 
You must be an account holder to view Public Calendars. You may view other members’ 
calendars if they allow public viewing of their calendars.  This setting is required if you plan to 
use for collaborations such as setting up meetings.  Private records can always be made 
public. 
 
After log in, a page will open displaying all available public calendars. 
 

• Choose a link to a member’s public calendar to view it. 
• To add an event to another user’s calendar, click on the “Add New” link.  This action will 

open your “Event Manager”.  You can then schedule an event and invite other 
members as described in the previous section. 

 
Searching Your Calendar 
 
To search your calendar for keywords, click on the menu tab at the top of the page to access 
the search function. You must be logged in for this function to work.  Here, you can search for 
a keyword associated with your events.  For example, search for “Analysis”. 
 

 
 

• Type in the keyword into the textbox. 
• Click on the “Search” button to submit the query. 
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If a keyword exists, you will be taken to the search results page.  In the example below, 2 hits 
on the query is displayed. 
 

 
 

• To search for another keyword, type the word into the textbox and click on the “Search 
Again” button to submit a new query. 

• Or, click on any of the result will open the record. 
 

 
 
Here you will have access to your session notes if you have entered them. 

• Click on the “Session Notes” button on the navigation bar to open the notes. 
 
This will refer back to any session notes that you have recorded.  This section is useful in 
adding permanent entries as thoughts come to mind. 
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Add new 
note entries 

here. 

You can continue to add notes as part of analysis 
long after the session was completed. 

 
• If you want to see if you have linked any files during this session or long after, click on 

the “File Links” button on the navigation bar to refer back to any files linked that is 
associated with your session. 

•  
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• You may create any additional links or unlink any files generated during an event.  You 
may also do this at anytime by accessing the “File Links” option. 

 
Printing the Calendar View 
 

 
 

• To print a printer friendly view of the calendar, click on the “Printer Friendly” link 
located at the bottom left corner of the calendar. The Scheduler will open another 
window with a printer friendly display. 

 

 
 

• This view can be printed out using your browser’s print function. 
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Enjoy using the OnCore Facility Scheduler! 
 

For additional help or for comments and 
suggestions, send us an email.  

 

  bcf@arl.arizona.edu 

 
Acknowledgements 
 
The OnCore Facility Scheduler was developed by James Jeffers, Biotechnology Computing 
Facility, Arizona Research Laboratories – Division of Biotechnology, The University of Arizona. 
 
We greatly appreciate the feedback many of our users provided us during the development 
and testing phase of this project. 
 
OCF Scheduler 
Release Version 1.0 
User Guide v.20030527 
 
Copyright © 2003 ARL Division of Biotechnology 
 
 

http://schedule.arl.arizona.edu/

	Table of Contents
	Overview
	Requirements

	Navigating the Scheduler
	Some Terminologies Used in the Guide

	Setting up a New User Profile
	
	
	
	
	Alternate




	New User – Email Already in the Database
	New User – New Account Number in the Database
	Review Your Profile

	The Profile Manager
	Setting Your Password
	Accounts
	Add a New Account


	Setting Your Preferences
	Sharing a Calendar
	Forgot My Password

	The Resource Schedule
	The Resource Calendar
	Viewing the Calendar
	Scheduling Time
	Requesting Access
	Adding an Event
	Scheduling Conflict

	The Event Manager
	Event Overview
	View Calendar
	Edit Entry
	Delete Entry
	Notification Options
	Session Notes
	File Links
	Extend Session
	Resource Info

	The Personal Schedule
	The Personal Calendar
	Adding a Personal Event
	Inviting Members to Your Event
	Invited to Join an Event
	Exporting Scheduled Events

	My Data
	Viewing Public Calendars
	Searching Your Calendar
	Printing the Calendar View
	Acknowledgements

