MUF A/V signup procedure
9/4/06
The Audio Visual Committee volunteers will be scheduled using a Google Calendar which can be viewed by anyone, and can be edited by anyone who logs in. There is only one copy of the calendar, so there will be no opportunity for confusion like we’ve had in the past by circulating an Excel spreadsheet, which spawned multiple copies which rapidly got out of synch. In this document I will discuss the scheduling process and demonstrate it using screen-grabs. However if for whatever reason you are not able to sign yourself up on the Google calendar, just contact me (908-850-5535 (home) 732-699-2725 (work) muf-av@gaborkiss.com  )and we can do it together. 
The signup slots are “events” on the Google calendar. There is a 9:00 videotaping, a 9:00 sound, and an 11:00 sound each Sunday. These have been inserted into the calendar as  pre-defined events. (Please note that the videotaping is always shown as occurring at 9:00. If you want to videotape at 11:00, follow the procedure below but change the time also.)

The Google calendar can be viewed in two ways. One way is to view the “public” Google calendar, which can be viewed but not edited by anyone. No login and password are needed. The URL is http://www.google.com/calendar/embed?src=muf-av%40gaborkiss.com 
Here is the public view of the month of September. 
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As you can see, some of the pre-defined events have people associated with them, and others are blank.

A handy way to view the slots is with the Agenda view. [image: image2.png]Google Gabor Kiss
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Use either of these public views if you just want to see what slots are open.
Signing up for a slot

In order to schedule yourself into one of these slots, you have to edit the calendar events. To do that you have to login to the calendar, at the following address http://www.google.com/calendar/. The login is an email address muf-av@gaborkiss.com and the password is volunteer . I will illustrate how to volunteer for a slot by editing the title of an event and adding your name to it. Here’s the editable calendar for September. It looks very much like the public calendar but with some additional tabs and features. Again there is a handy Agenda view. 
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Let’s assume you want to volunteer to videotape on Sunday 9/10 at 9:00. Move the cursor over the event and see it change to a hand, indicating the presence of an active link. Click and a balloon pops up for the event. 
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Click on “edit event details” link and then click on the “What” field. 
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This will allow you to edit the event title. 
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Put in your name, and click “Save” and click “Only this instance”. 
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Please do not click “All events in the series”! You can see that the event title changes so that everyone can see who has signed up for that slot.
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It is important NOT to click “All events in the series” or “All Following” because if you do, we will lose the name information for future events. This is unfortunately a weakness of my scheme! If in doubt, click Cancel, don’t click Save, and call me at 908-850-5535.
Viewing All Events

You have seen already that the default “whole month” view shows you which slots have been taken, but there is an even more convenient way to see only the events. Type an asterisk into the Search My Calendars field and click the button.
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This brings up a list of events that clearly shows what slots have been signed up for. 
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Conclusion

There are lots of slots to fill. Please look at your calendars and sign up for dates as soon as you can. My goal is to have the schedule filled well in advance of the events, so that we can avoid the traditional last-minute flurry of phone calls looking for A/V assistance. Play with the site, let me know what you think, call or send email if you have a problem, and please remember to only change the “Current Event”.
Here are the addresses again:

View only: http://www.google.com/calendar/embed?src=muf-av%40gaborkiss.com
Editable:  http://www.google.com/calendar/ 

login muf-av@gaborkiss.com 
password volunteer
