Introduction to Communications Express Calendar

Introduction

WINGS Communications Express calendars the recommended method for
organizing your Wright State tasks and events. Your calendar can be reached
using a web browser such as Internet Explorer or Firefox by logging into WINGS
and clicking on the e-mail/calendar button.

Logging In WRIGHT STATE UNIVERSITY

Logging in to e-mail begins Wright Information, News, and Group Services
with logging in to WINGS. Log

in to Wings by going to
http://wings.wright.edu . At
the O60Secure Logi
in your campus username and
password.

Secure Login

User Name:
Password:

Login Cancel

Hawving problems logging in? Click here.

Alternative Login for Screen Readers

After you log in to WINGS, click on the E-mail/Calendar button. You will then be
redirected to the Communications Express Email tab. Click on the Calendar tab
at the top to continue to the calendar.

Communications Express

Welcome m Home wmLogOut wm Help

Mail Calendar Address Book

| =—

siCompose §.GetMall g5 External Mall &g View: [ Default 4] Quick Search:

Search e s
e e N L U o A Lo s e s P S s e e St |
| Delete | Actions 4] [ MovetoFolder.. 4] [2 Unread]

Quota : 0% of 100MB



From here you can see and create events or tasks, invite others to your events,
and set reminders and notifications. After clicking on the Calendar tab, you will
be in the Calendar window. This guide will help you through the b asic functions
of the Calendar.
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You can view your Calendar by day, week, month, or y ear by clicking on the
appropriate tab below the Mail, Calendar, Address Bookor Options tabs.
There are also tabs for creating events, invitations, and tasks.

Just below these tabs are icons for New Event, New Task Check Availability,
Searchfor Calendar, Printable, and Import/Export .

Creating a New Event
There are three ways to create a new event:

-Click the New Event iconin the upper left area under the "Calendar" tab.
-Click the "+" sign next to the time of the event in the Day, Week, or Month
view.

-Enter the Event name in the "Add Event" bar at the bottom of the screen .
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Recurrence Pattern

Recurrence
Select the frequency of recurrence of the
event from the drop -down list: ¥: v Does NotRecur
does not recur, daily, weekly, monthly, or Daily
yearly. When you select a recurrence % Backtotop  ~ Weekly
pattern, options for recurrence p atterns and t";:r‘lr;""

end dates appear.

Depending on the frequency of recurrence of the event, the pattern options are
displayed for selection.

Recurrence

[ Daily 3

@ Every 1  day(s)

() Every Week Day

SYEnd After 5  Occurences

Maximum of 80 occumences may be created
(DEnd By [ August 13 [ 14 [4] [ 2008 14

()Mo End Date

Maximum of 80 occurences will be created
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Invitees Details

Type the invitee's e-mail address, or calendar ID, then click Add. You may also
add invitees from your Address Book. If you want others to have the ability to
read and search for details of your public events using the URL, you must grant
Read permissionto all users. Likewise, you must have "Invite" permission for
anyone that you wish to invite from the calendar .

Invitees

m Add from Address book

Type the invitees email address, or calendar i, then click Add. You may also add invitees from your Address Book.

'_ —— Quick Invite Personal or Subscribed Calendar — & |
Mo Invitees Selected R t RSVP
Remave
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Reminder Messages

Reminders allow you to send an e-mail reminder to members of events. Select
the check box to send e-mail reminders.

Reminders

# Send an Email Reminder

Emall Address justin.stoermer@wright.edu

Send Reminder ® 15 [ minutes %) before the event

O [August %] [14 %) (2008 ¢]at(8 %] [:15am %]

Reminder Message

% Back to top

To send an e-mail reminder for events:

-Enter one or more e-mail recipient who will receive a reminder (multiple
recipients need to be separated by a comma).

-Select when the reminder should be sent in minutes, hours, or days relative to
the scheduled day of the event, or specify the absolute date and time when the
reminder should be sent.

-Enter a message for the reminder e-mail.

You can also set automatic reminders for all events in the Options tab.

The e-mail address and the reminder time details specified in the Options -
Calendar window are by default displayed in the Reminder section. You may
change these settings in the New Events window. For this event, the settings you
make here will override the reminder settings made in the Options tab.

LT cancel Help

Click the Save button to save the new event details and exit the New Event
window or click Save and Add Another to save the new event details, refresh the
window and create another event. Click Cancel to exit the New Event window
without saving the event de tails.



Editing an Event

Click the event title (seen as a hyperlink in your calendar) that you want to edit,
or click the Edit link in the Events list. The View Event window displays the event

details.

Click Edit (at bottom
left), to edit the event.
The Edit Event window
is displayed.

The Edit Event window
displays the Event
Details, Recurrence
Pattern, Invitees
Details, and Reminder
Messages. Edit the
required details.

Click Save to save the
changes and exit the
Edit Event window.

Note : When you save
an edited event, the
invitees will once again
have to send their
acceptance status in
response to your
invitation to indicate
whether they have
accepted or declined
the invitation.

Deleting Events

0.0 View Event
m
Management Meeting Print Event [}
¥ EwventDetails
¥ Reminders
Event Details
Thursday, August 14, 2008 12:00 pm
Thursday, August 14, 2008 12:30 pm
Library Annex
Justin Stoermer
Bring powerpoint files.
Business
Public Event
This is not a recurring event.
% Back to top
Reminders |
™ Send an Email Reminder |
justin.stoermer@wright.edu U
@ (15 [minutes [3] before the event
O [August %) [14[3] (2008 [4] at [ 12 3] (00 pm [£)
A
A
Delete EX) cancel Help

To delete events from the main Calendar page, click the red "x" by the event

title. You can also delete events from the Edit or View Events windows by

selecting Delete at the bottom left of the page to delete the event

I:ancel



To delete events from the Events page, select the Events tab just below the
Options tab and select the checkboxes for the events to be deleted from the list
and click Delete.

Creating a New Task

From the Day, Week, Month, Year, Events, Invitations, and Tasks page, click the
New Task link or icon.

Communications Express
Welcome Justin Stoermer

| Mail | Calendar | Address Book

Day | Week | Month | Year | Events | Invitations | Tasks

@7 Mew Event Gf New Task | 7] Check Availability q Search for Calendar @ Printa

Search for Events m

In the New Task window, enter the Task Details, Recurrence Pattern and
Reminder Messages Click Save at the bottom of the New Task window to save
the new task details and exit. Click Save and Add Another to save the new task
details refresh the window and create another task.

Click Cancel to exit the New Task window without saving the new task details.

Task Details
Enter the task Title
and Select a Calendar ¥ Task Details ¥ Recurrence ¥ Aftachment ¥ Reminders
in which the task Tack Detalls
should appear from the
calendars drop-down e
||St Calendar: [ Justin E Stoermer B
' Start Date: | August 3] (147%) (2008 3] [

Due Date: [ ] No Due Date

[ Augus $)[14 %) (2008 %]
Note: You can create a - _ e
. . Time: "] No Due Time
task in a subscribed —
calendar only if you are JE—
Type: | Business 4)
a co-owner of that I
) Priority: [ Normal %]
calendar or if you have [
- . J Status: [ 0% (Not Started) 3 |
Awriteo perm §
Privacy: | Private Task =]

that calendar.

Location:

Notes:

% Back to top




Choose the month, date, and year or use the miniature calendar to select the

Start Date

. Select the No Due Date check box if the task does not have to be

completed within a specified date and can be kept in the t ask list indefinitely.

You can also dhoose the month, date, and year when the task is due. Iltems past
the due dates are listed under Overdue Tasks in the Day, Week, Month and Year

views.

Select the No Time checkbox if the task does not have to be completed within a
time frame or select the time for submitting the task in hours and minutes. This
field is disabled once the No Time checkbox is seleded.

Choose a type from the drop-down list under which the task is classified. The
options available are All, Appointment, Anniversary, Birthday, Breakfast,
Business, Call, Class, Conference Call, Dinner, Holiday, Interview, Lunch,
Meeting, Personal, Seminar, Training, Travel, Vacation, and Other.

Tasks can be created in one of the three priority settings. Choose a priority
between Low, Normal, or High from the drop -down list.

Choose the work in progress status from the drop-down list. The available values
are: 100% (completed), 75%, 50%, 25%, 0%(not started).

Choose Public Task,
Private Task, or Show
Time and Date Only
from the drop -down list
to setup how the tasks
should appear to others
viewing your shared
calendar.

Select Private to
schedule tasks on your
calendars or on
calendars where you
are a co-owner. Private
tasks can only be seen
by you and the co-
owners of your
calendar.

¥ Task Details ¥ Recurrence ¥ Attachment ¥ Reminders

Task Details

Title

Calendar: [ Justin E. Stoermer ¥

StartDate: [August 3] (14 4] (2008 ¢ [
Due Date:  [] No Due Date

Cavgust %) (14 73) (2008 3) [
Time [C] No Due Time
Type ‘_W;'
Priority:  [[Normal [ %]

Status [ 0% (Not Started) 7|

Privacy ‘ Private Task + :|

Location

Notes:
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Select Public to schedule tasks on your calendar that anyone with Read
permission to your calendar can see.

Select Show Time and Date Only to schedule tasks on your calendar that anyone
with Read permission to your calendar <can

Sharing Calendar and Setting Permissions
You can grant the following permissions when sharing your calendar with others.
To share your calendar:

-In the Calendar tab select "Manage Calendars" in the Current Calendar drop-
down menu (upper right side of the Calendar).

-On the Manage Calendars page, under "Personal Calendar", there should be a
line with your calendar on it. Click "Edit" in the Properties column.

-After the Edit Calendar window appears, Under "General Information,” you can
edit your Display Name and add any description that you would like, as well as a
checkbox to include this calendar when calculating your availability.




