Assign a Calendar to a Group
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When you assign a calendar to a group, Cora SeQuence uses the defined calendar for time-dependent
tasks, not the default calendar.

Assigning a calendar to group does not change the calendar definitions for individual employees of that
group. An individual can maintain a personal calendar to define personal exceptions, such as medical
appointments.

Procedure

1. In the Administration console, click Edit Organization.
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2. Right-click the group that you want to assign a calendar to, and click Group Properties.
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» Here you can manage employees, groups, and roles in your organization.
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To assign roles to users and set group properties, right-click the group in the tree on the left.

You can manage group hierarchy using drag and drop.

Atlanta Hub It is highly advisable to import users from your Active Directory and manage users and groups from one location.
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3. From the Calendar drop-down menu, select a calendar and click Save.
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