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Learn: How to read the Company Calendar. 

Figure 1: Company Calendar 
The company calendar shows information from the Personal Holiday Calendar, 
from the Personal Vacation Calendar and from active projects. 

Configuration 
Tick off the check boxes  in order to view the needed information in the calen-
dar. 

Click on Show  to update and view the changes. 

View 

– The company calendar shows one month at a time. 

– Default view is the current month. 

– Month and year can be chosen from the drop down menu . 

– The arrows  can be used to navigate to previous or next month. 

– The chosen information is shown on the relevant dates.  
On 23 July  there was four project start ups and employee CEE was on vaca-
tion.  

– Personal calendar information can be created from the link [New] .  
 

Figure 2: Create New Calendar Information 

– Select a date for the new calendar event by using the calendar icon .  

– Select a start- and end time for the event .  
(shown as a link in the calendar)  

– Write a directory for information next to Document Link, and a Comment as a 
header for the event (Web links will be shown in the calendar) . 

– Click on Update  in order to add the event to the calendar. 

Figure 1: Company Calendar 

 
 

Figure 2: Company Calendar -> New Company Event 

 

 Access level: All employees 
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