Tallgrass Prairie Docent Program
Visitor Center Scheduling

The scheduling of docents at the Tallgrass Prairie Visitor Center is managed
by a web based application. It is accessed from the Tallgrass Docent
Program web page on the Internet. You can go directly to that page by using
the following link:

http://www.oklanature.com/prod/docents.html

or by going to the Oklahoma Chapter home page:

http://nature.org/wherewework/northamerica/states/oklahoma/

and following the menus to the Tallgrass Prairie page and then to the Docent
Program page.
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Click on the button labeled “Docent Schedule”. This will take you to the
login screen.



Login to the Schedule
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Tallgrass Prairie Docent Calendar

Enter Username and Password

Lsername: 1'oe_doce'nt
Password: iuunn
Enter guest for the username with no password to view the calendar in read-only mode.

If you have prohlems logging in click here to send a message. Please include your name and a description of the problem.

Your username is your first name and last name separated by the underscore
character (uppercase dash key). To get your initial password, send an email
to tallgrass.docents@gmail.com with your name and address.

Enter these and click the “Login” button. This will take you to the calendar
page.

Always logoff the system when you are finished, especially if you
are working on a public computer (at the library for instance). In
addition, for additional security, you should close your browser
window. If you don’t, other people could access the calendar in
your name!
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The calendar initially shows the current month. To change months click on
the arrows (<<<<>>>>) pointing to the previous or next month.

From this page you can:

e Change your password

e Sign up for duty at the visitor center
e Delete your name from the schedule
o [Edit your personal profile

o Logoff



Change Your Password

To change your password, click on the “Change Password” menu item to ge
to the change password screen.
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Enter your old password and enter a new password in the “New Password”
and “Confirm New Password” fields and click the “change” button.

If you forget your password send an email to tallgrass.docents@gmail.com to get
a new password.




Edit Your Personal Profile

To edit your personal profile, click on the “Edit Profile” menu item to get to
the profile edit screen.
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Change or enter any fields with your current information and click save. The
most important field is your current email address. Most communication
from the Docent Program is distributed via email. Your address and phone
number are optional.



Schedule a Work Day at the Visitor Center

To schedule a work day at the visitor center, click on the day (the actual
number in the upper left corner of the date box) of the month you wish to
work.
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This will display the following screen to confirm your work day.
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If the date is correct, click on save and the calendar page will reappear with
your name in that date.
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Take Your Name Off the Schedule

To delete your name from the schedule, click on your name in the date box
that you wish to delete. You will get the following screen to confirm the
deletion.
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If the information is correct, click the “delete” button. This will return you to
the calendar page and your entry should be gone.

In order to ensure that the visitor center is kept open as much as possible, we
ask that if you delete your name within a week of the scheduled date, you
should attempt to find a replacement to fill the slot. If you cannot find a
replacement, notify the Docent Program Schedule Coordinator (his email is
located on the Docent Contacts page on the web site.



Logoff

Always logoff the system, especially if you are working on a
public computer (at the library for instance). For additional
security, you should close your browser window. If you don’t,
other people could access the calendar in your name!



