1. Login at mail.hs-anhalt.de

=

Hochschule Anhalt
C Anhalt University of Applied Sciences

Please enter your HSA credentials.

® This is a public or shared computer.
O This is a private computer.

Username: ‘ ‘

Password: ‘ ‘

Log On

Hochschule Anhalt
Anhalt University of Applied Sciences

—4

2.

- KR

Calendar appearance

efresh
th  Toc
Manage add-ins
Offline settings
Change theme

Options

3. Check your time zone. Adjust it to this one (otherwise we might miss each other):

©

Einstellungen
Telefon

Blockieren oder

Optionen Mail Kalender Regional Kennwort
Kt Wahlen Sie die Sprache, das zu verwendende Datums- und Uhrzeitformat und die Zeitzone aus.
onto
E-Mail organisieren Sprache:
Deutsch (Deutschland) £
Gruppen

L] standardordner umbenennen, damit ihre Namen der angegebenen Sprache entsprechen

Datumsformat: (Beispiel: 1. September 2013 wird wie folgt angezeigt)

| 01.09.2013 ~|
Zulassen

Zeitformat:
Apps | 01:01-23:59 v

Aktuelle Zeitzone:

| (UTC+01:00) Amsterdam, Berlin, Bern, Rom, Stockholm, Wien =

)"




4. Open Calendar

5. Schedule new event

i | Calendar

P # New| v
«
< November2022 > < > Tuesds

M T W I E § =2

6. Add some details (title, location, time and more)

Details W Feedback
Meeting for ...

XRLab

VTue 29/11/2022 D 14:00 v

End

Tue 29/11/2022 D 14:30 -

All day Private

Never » Calendar

15 minutes v | Busy -
Add an email reminder

W ©®|B I UMALAIESZ€xV

Write some Text here

7. Add me as participant by entering my name.
A pop-up will appear, you can click on the name.
W Feedback People l'_'é Scheduling assistant

-+

2 Timler, Johannes - Prof. Dr.
Busy - Blocker Raumwechsel/Vorbereitung




8.

10.

11.

Open the scheduling assistant

%

bk People l'_'é Scheduling assistant

+
Tumler, Johannes - Prof. Dr.
Busy - Blocker Raumwechsel/Vorbereitung

This will now show your own calendar on the left side (you can read your own meetings or
calendar entries) and the invited person on the right side. Usually you cannot read the
participant’s meeting titles — but at least you can see when the participant is blocked.
Your task: Change the date / time, so that it fits into a free calendar time.

Left: Your own calendar Right: Invited person’s cale

I Away

sy purple means
|
,blocked+away”

Important: Sometimes | have blocked full days (purple or grey), so the whole day is not
available.

If you want to schedule a meeting, e.g. with me, Johannes Tiimler, then please pick a free
time slot that is not blocked in my calendar. Sometimes a blocked calendar time is due to
lectures. The “break” in between might be necessary for me to prepare next meetings.
So, if possible, don’t squeeze into small 30min break slots. Thank you!

Please remember to pick a “location” to meet (jour choice!):

e https://hs-anhalt.webex.com/meet/johannes.tuemler

e https://jitsi.fb-emw.de/MeetlohannesTuemler

e If necessary, we can also meet in my office K01-416 or in my lab K01-213-7.
Kathen every day.

Details W Feedback

Meeting for ...

xRLab




12. Finally, send the meeting to me by clicking “ok” -> “send” (top left corner).

I will accept or reject the meeting, or even propose an alternative time/location if
appropriate.

Johannes Tamler,
FB6,

Hochschule Anhalt

November 2022



