
Resource calendar



Your calendar

In the module 
« Resource 
Calendar », click on 
« My calendar » to 
access to your 
personal calendar.



Your calendar

At the top of the 
calendar, you have 
the option to choose 
its display: by day, by 
week or by month.

On the left, you can 
also choose to show 
or hide your 
different calendars. 



Your calendar

The search bar at the top 
right of the calendar 
allows you to display only 
the events containing the 
searched words.

In this example, the 
calendar is set up on a 
monthly display and to 
show all the events 
linked to Client 2.



Your calendar

At the top right of your 
calendar, the button 
gives you access to the 
calendar view options.

You can choose to hide 
some days, to display in 
the 24h mode or to 
displays the axis for 
analysis. 

The button       at the top 
right of the calendar 
allows you to print your 
calendar.



Your calendar

The small calendar at the 
top left allows you to 
click directly on a day to 
display it on the agenda. 
With the arrows, you can  
go from one month to 
another.



Your calendar

There are several ways to 
create a new event:

- By clicking on the button  
located at the 

top right of the screen.

- By clicking directly on 
the calendar or click-
dragging along the desired 
time range.



Your calendar

Once you have clicked on "New 
event", a new window opens to 
register the details of the event.

In the "General" tab you can fill in:
- the subject
- the calendar
- the localisation
- the details
- the axis for analysis and reporting
- the reminder



Your calendar

In the "Participants" tab, you can 
add the participants.

The "Resources" tab allows you to 
assign resources to your event 
(making them unavailable to the 
others during the time of the 
meeting).



Calendar of your team

Click on "Team Calendar“ 
to access to it.

You will be able to view the 
calendars of your team 
members.

The filters, on the left of 
the screen, allow you to 
filter according to 
departments, structures, 
employees, etc.


