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Features and Benefi ts
• Add, edit or delete events and associated resources
• Profi les may be used to view/schedule events by 

department, locaƟ on, etc.
• Allows you to print reports detailing the use and 

commitment of your organizaƟ on’s resources
• View event calendars by day, work week, 7-day 

calendar week, month or specifi c date range
• Print monthly event calendars in portrait or 

landscape styles
• Allows you to associate documents (eg. registraƟ on 

forms, room layouts, etc.) with events in a variety of 
formats such as MicrosoŌ  Excel®, Word® or PDF fi les

• Set up resources with quanƟ ty available, brief 
descripƟ ons and custom memo fi elds

• Resources commonly used together may be grouped 
to make event set up quick and easy  

• Schedule recurring events by day of the week or 
month and exclude holidays or other excepƟ ons as 
needed

• Determine who has rights to approve events via user 
profi les 

• Event approval status may be reviewed by supervisor 
before publishing to calendar

• Produce up-to-date lists and calendars for all events, 
resources or grouped resources

• Streamline planning for recurring events by grouping 
resources. Example: The Wedding Group might 
include the bride’s room, candelabra, kitchen, 
fellowship hall, pastor, organist, etc.

• Organize and schedule your organizaƟ on’s various 
resources, such as rooms, equipment, vehicles, staff , 
etc.

• Manage and allow confl icts when necessary
• Eliminate confusion and save Ɵ me by using this 

central clearinghouse for events and resources
• Maximize use of resources and avoid unnecessary 

expenses by clearly idenƟ fying commitments versus 
needs

• Enhance in-house communicaƟ on by sending 
noƟ fi caƟ ons and appointments to the person 
responsible for a resource automaƟ cally via e-mail.

Op  onal module(s):
• e-SoluƟ ons
• e-Calendar

(online calendar)
• GlobaFILE

Managing resources for events can be quite a struggle at Ɵ mes. Resource Calendar can help you 
gain control. Assign people, places or things to specifi c dates and Ɵ mes to organize your acƟ viƟ es. 
Review and approve events for specifi c departments. View event calendars by day, week, month 
or any given date range. Avoid scheduling confl icts with equipment, rooms, and even staff !
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Enter your event, dates, and associated resources with appropriate 
accommodaƟ ons for setup and breakdown requirements.

Monthly calendar view

Resource Calendar Plus


