Outlook & Exchange

Our goal is to generate a comprehensive global vision of the intellectual
activities throughout the Kellogg School of Mana§emen’t. From the academic
departments and professional programs, certificate programs, research
centers and distinguished speaker series, the complexity of a day, week,
month and year at Kellogg is growing.

The Speakers & Seminars calendar is an effort to providing information that
will contribute to the best experience for all our community.

Our hope is that by connecting information from one end of the school with
information from the other end of the school we can provide everyone with a
more macro vision of the intellectual activities we are all engaged in.
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Outlook Calendar
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Schedule events

Schedule event on
your-department.,/ >
program-calendar

Invite Seminars & Invite Seminars &
Speakers calendar Speakers calendar

Office of the Dean will
review additions to the ~>|
calendar

Kellogg “faculty, phd
students and staff can view

Scheduling conflicts are to-be
worked out on an individual
basis;
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Here’s how the S&S Calendar works:

Defining the Permission Types:

The three main types of user permission are listed by the level of control they have in descending order
~ “editors” can do the most and “readers” can do the least. Since the different permissions affect how
users interact with the Speaker & Seminars calendar, care should be taken with the number of people
in each group. For instance, there should always be a limited number of editors since they can interact
fully with the calendar — and having a large number of them could make things chaotic if they all begin
changing or adding events at the same time. By contrast, “readers” have very limited interaction wit
the calendar ~ they can see what’s happening and find events that interest them, but the{y cannot
change the calendar in any way itself or add invite events to it. Increasing the number of readers
doesn’t affect the calendar in any way directly, but does help share information. For that reason, it
should always be the biggest pool of users.

Edit: Can add or change events within the Speakers & Seminars calendar, “Editors” can use the
calendar in the same way as their personal one. Recommended for high-level Dean’s Office
administrators only. (DEANS OFFICE & KIS)

Invite: Can send an invitation to the Speakers & Seminars calendar from another calendar that thgy
control, “Inviters” cannot add or change any information on the S&S calendar itself. Recommended
for administrators who manage major speaker series (as defined by the Dean’s Office).
(ADMINISTRATORS)

Read: Can only view the Speakers & Seminars calendar. “Readers” cannot edit any events or send an
invitation. Recommended for members of the community who operate on a need-to-know basis but
don’t oversee a speaker series. This should be the largest group of users. (FACULTY)
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‘Gather as much information upfront prior to s
mvitation

etting up a calendar
Determine at what stage of the planning you are sending the invitation
Save the dates

‘Tentative & TBD
‘Events shouldn’t be overly complicated in terms of how information is
presented
Consistency

‘Look at existing examples

Know who you are going to invite & always invite the Speakers &
Seminars Calendar!
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