OCS - Oracle Calendar View a coworker’s or room agenda

View a coworker’s or resource (room) agenda

Viewing another employee’s agenda can be very useful to see if a person is currently is
available for a quick question, etc.

Opening another employee’s agenda

i Fillingane , Marlissa - Jul. 23 to Jul. 27, 2007 - CST6CDT
File Edit Wiew Tools ‘Window

After opening the calendar utility, click on the “Open Agenta” ﬁﬂ icon on the toolbar.

Open Agenda
Open Agenda For:

|white| g
I (o4 M [ Cancel ]

Enter the person’s first or last name for whom you are inquiring.

Click on the button.

If there is only one person with that name in the system, it will automatically display
their calendar.

Select Name

The name vou have entered is not unique.
Choose one from the Following list:

vhite, Shelia
yvhite, Tina J
vwhitehead, Joe

Ok * [ Zancel
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However, if there are several people with the same last name or first name that you
entered, you will see the above box.

Click to highlight the appropriate name.

Then, click on the button.

ﬁ White, Tina J - Jul. 30 to Aug. 3, 2007 - CSToCDT
File Edit Yiew Tools Window Help

OFY Xt b=

Today Caﬂ Monday, Jul. 30 to Friday, Aug. 3, 2007 (Week 31)
honday 30 | Tuesday 31 | Wednesday 1 ‘
8:00 am
530 am
9:00 am i Te g (FCH207D) @

300 am-

9:30 am

10:00 am
1

Now, you can see the coworker’s agenda for the day/week selected. If you scheduled a
meeting with this person, you will see the meeting title. Otherwise, you will see time
blocked but you may not see the meeting title.

Opening a resource’s (or room) agenda

55 Fillingane , Marlissa - Jul. 23 to Jul. 27, 2007 - CST6CDT
File Edit Wiew Toaols Window Help

Open Agenda
Open Agenda Far:
|res: fch g
814 [% l Cancel ]

Enter “res:” and then the name (i.e. FCH 317) of the resource. (NOTE: If you do not
know the resource name, just type “res:” and click “OK” and you will see an entire list of
resources to choose from.)
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Choose the resource you want to view and click on the button.

Select Name

The name vou have entered is not unique.
Choose one from the Following list:

FCH 201G
FCH 37
FCH207D

[ Ok %J’ Cancel IA

The results display in a box as seen above.

You should click to highlight the appropriate name. Then, click on the
button.

ﬁ FCH207D - Jul. 30 to Aug. 3, 2007 - CST6CDT
File Edit Wwiew Tools Window Help

i OFEY £ WS

- -
J Today 2! Monday, Jul. 30 to Friday, Aug. 3, 2007 (Week 31)

‘ Monday 30 I Tuesday 31 I Wednesday 1 I
.00 am
8:30 am
9:00 am i Team Meeting (FCH207D) i@

9:00 am-10:30 &
9:30 am
10:00 am
—

Now, you can see the agenda for the day/week selected. If you scheduled a meeting in
this room, you will see the meeting title. Otherwise, you will see time blocked but you
may not see the meeting title.
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