User Calendar

The User Calendar is tailored to each individual within the organization, the User Calendar provides
a personalized view of the user's working schedule, task assignments, vacations, and other events. It
integrates seamlessly with project calendars, allowing individuals to manage their availability while
contributing to team and organizational schedules. This synchronization ensures that personal
workload, time off, and task visibility are accurately reflected across planning tools, helping optimize
resource allocation and minimize conflicts.
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Steps to Configure User Calendar

o View Assigned Tasks: Allows users to directly access their assigned project tasks from within the calendar interface,
supporting better time management and task prioritization.
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o Create Events and Vacations: Enables users to schedule personal events, meetings, training sessions, and vacations,

ensuring accurate reflection of availability across project planning tools.

« Check Project Task Completion: - Users can seamlessly update the status of their project

tasks marking them as Completed, In Progress, or Delayed without leaving the calendar view.
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« Detect Assignment Conflicts: The system automatically detects scheduling conflicts between user availability and assigned

tasks, providing real-time alerts to enable quick resolution.

Toolbar Actions for User Calendar:
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¢ Manage Events: - Users can add or edit personal events such as meetings, training sessions, or reminders within the User
Calendar. This ensures individual schedules are accurately reflected and remain in sync with broader company operations and
project timelines.

. Schedule Vacations: Users can input their vacation days directly within the User Calendar.
These entries are automatically reflected in project scheduling tools, ensuring tasks are not

assigned during periods of unavailability.
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o Update Task Status: Users can update the status of their assigned tasks directly within the User Calendar by marking them as
Completed, In Progress, or Delayed. These real-time updates are immediately visible to project managers, ensuring accurate
progress tracking and enabling timely adjustments to workloads or schedules as needed.
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