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B Copying the Company Vacation Calendar

JAccess: Alllinternallusers Figure 1: Main menu -> Company Vacation Calendar

. . . COMPANY VACATION CALENDAR | = T56 [Search (F2) | Personal Profile | Help (F1) | Log Out]
Learn: How the Company Vacation Calendar can be copied and pasted into e.g. e
Microsoft Word.
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Period: 14/12/2000  [®] 31/01/2010 @ Eﬂishow vacation Mew Vacation Registration
During holiday periods, it may be an advantage to have planned vacations on i
paper. d 0/ (@ Show start date of wels
() show week numbers
() Show all dates
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Main Menu -> Company Vacation Calendar. R : : -
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- Under View Options activate the box Display as image ©. A5 (Achlse 5amsar) 1 1 =l = m
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- Click on Show @ to create the Company Vacation Calendar as an image. CEE (Cocely Ericssor — -
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Figure 1: Main Menu -> Company Vacation Calendar ST — : o’z.mafp.im:..”' -
- Click on the calendar to activate the browser window. AR W ) i — Pt Ficurs. ..
PEG (Peter Godwin) . | G0 to My Pictures
- Right-click on the calendar and select Copy © in the menu. PP Poter White Page) ' — %ot Brlaioid
SLU (Stuart Lund) : Cut
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Enter the Company Vacation Calendar LA — il
. . SWA (Susanne V. Andersen)
Figure 2: Enter the Company Vacation Calendar THI (Theodor Maris) acd to Favorkes...
The copied image is pasted into e.g. MS Office just like any other image. e - = Bt
— Open e.g.a Word document and click in the document where the image
should be pasted.
— Click on the Paslfe (Ctrl +v) 9 icon in the tool bar, to péste the copied Figure 2: Enter Company Vacation Calendar
Company Vacation Calendar into the document. The picture then can be
cropped and resized. Eiy HDiiatly ©
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Save the Company Vacation Calendar as a Picture ° B e | 'L 2l
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The Company Vacation Calendar can also be saved as a file, and later pasted into - Gf‘”g“”'”“’ : : ; = o
. ipboar: Il on & aragrapl
various programs.
- Right click on the calendar and select Save Picture As... ©.
— Select where the file should be saved to, and give it a name.
The Company Vacation Calendar is saved as a JPEG (*.jpg) file.
»NB! The names of the menu options (when right-clicking) may vary from one
browser to another.
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