Office of Communications (OC) — Standard Operating Procedures (SOP)
Calendar Notifications for Staff Availability

Purpose. Office of Communications staff (government and contract) work varied
schedules in different office and remote locations. OC staff consists of full time
staff and staff that provide deliverables. In order for the OC to operate effectively,
it is essential to know all staff availability. Collaboration Suite (CS) Calendar
provides the functionality for all OC staff, regardless of location to provide
notification of availability. This SOP details the procedures for calendar
notifications.

Scope and Responsibilities.
= All OC staff are responsible to provide notification of availability.

= |tis assumed that government staff and full time contract staff are available
Monday through Friday during business hours unless otherwise notified.

= Contract staff providing deliverables must have calendar groups in Collaboration
Suite for office hours or they may use the CS MHF calendar to display office
hours.

* When OC staff are not able to provide expected availability, a calendar
notification must be created to inform all staff.

= Calendar notifications should be created as soon as events effecting availability
are known. These can include leave, professional travel, all-day meetings, etc.

Procedures.

1. From the OC Portal select the Collaboration Suite link. From the End User
Resources, select the Oracle Calendar link (see attached screen shots).

2. From the calendar page, select create a day event.

3. Select the General tab and complete the title, date and duration of the event.

4. Select the Details tab and provide necessary information. Provide contact
information if you wish to be contacted during this time or provide a name and
contact information on who can assist in your absence. You may also attach a
file at this tab.

5. Select the Notification tab. You may add additional people to notify that are not
a part of the OC distribution list. You may also include an email message and
you may enable personal reminders.

6. Select the People & Resources tab. You must add the MHF calendar group to
allow your event to be posted to the CS MHF Calendar and to distribute your
notification to the OC distribution list. Type calendar into the user information
and select find. The MHF Calendar group will populate into the field.

7. Select the Repeating tab if your event is more than one day.

a. Select Repeat value if necessary.
b. Select start and end dates if necessary.
c. For advance notifications with a start and end date, select additional
date to send your notification in advance of your event.
d. Select list dates in order that your event is populated on the CS MHF
Calendar.
8. Select Create.

Review Date. This SOP remains in effect until superseded. MHF management
staff will review this SOP annually at the start of each fiscal year or as needed.
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From: Beth Riffle [beth.riffle@mhf,dod.mil] Sent: Mon 6/8/2009 1:26 AM
Ta: bethriffle @cox.net . orDo .
G Email notification of your calendar event.
Subject: Beth-Week of June 15-19
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June 18-19 T will be on leave (at the beach).
this time what connectivity I will have.

Subject: Beth-Week of June 15-19
Date: Tuesday 16 June 2889

Description:
online as I am able during the workshop.

June 18-19 T will be on leave (at the beach).
this time what connectivity I will have.

Subject: Beth-Week of June 15-189
Date: Wednesday 17 June 2889

Description:
online as I am able during the workshop.

June 18-19 T will be on leave (at the beach).
this time what connectivity I will have.

Subject: Beth-Week of June 15-19
Date: Thursday 18 June 2889

Description:

I

I will be in Charleston at the Regional Workshop

I

I will be in Charleston at the Regional Workshop

I

will provide notification of my availability then

June 15-17. I will be available by cell (703-487-

will provide notification of my availability then

June 15-17. I will be available by cell (783-487-

will provide nmotification of my availability then

as I do not know at

2e48) and will be

as I do not know at

8848} and will be

as I do not know at
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