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1. Launching 

The calendar is displayed in a separate window from the main 
window, named "Calendar", which allows you to view two 
contents simultaneously.  
 
To display the agenda, there is a button in the Menu section : 
 
And an icon in the other sections:  
 
 
2. The display options 

In the header of the agenda, there are four buttons allowing you to choose the display by 
period, by colors, by user, by date.  
 
 
 
 
Here is how the display looks by month. The box corresponding to the current date is in "light 
yellow". 
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The buttons for a selective display 
 
The first button allows you to display a period (month, week, day) or a list of all appointments 
 
 
 
 
 
 
The second button allows you to display all the appointments or only those corresponding to a 
particular color.  The colors are listed by the meaning that has been assigned to them. 
 
 
 
 
 
 
The third allows you to display all the appointments or only those corresponding to a specific 
user. If you use BaseDPsy in Solo this tool is absent. But if you use BaseDPsy with the option 
"Multi-users", all the users having an access to BaseDPsy will be present in the list.  And by 
selecting a name, only the appointments of this user will be displayed. 
 
Moreover, if your access is limited to your files, only your name will be present and only your 
appointments will be available for display in multi-user mode, thus respecting the confidentiality 
criteria. 
  
 
 
The fourth button displays a specific date. Click on the date to display a drop-down calendar, 
then click on the date of your choice 
 
 
 
 
 
 
 
 
 
 
When you click the calendar display button from the Notes section, the date displayed 
in the calendar will automatically be changed to the session date displayed in the Notes 
section. You will have the same adjustment to the calendar date from the meeting date 
(Group section) or the activity date (Institution section). 
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Move between dates: 
 

This tool allows you to display the previous or next date; or the previous or next 
month, as well as the week. 

 
This tool allows you to display the current date. By clicking on the "Today" button, 
the day, week or month containing the current date will be displayed. 

 
 

Display by week : 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To view the hidden hours, click in the window to reveal the sliding bar. If your screen allows it, 
you can also enlarge the window to display more hours simultaneously. 
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Display one day at a time: 
 
First choose the date in the button for that purpose, then display it by "Day". 
To display the hidden times, you can either use the sliding bar on the right of 
the window, or enlarge the window, if your screen allows it.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Display of the list of appointments : 
 
All appointments are displayed sorted by date of the same month. 
 
 
 
 
 
 
 
 
 
 
 

Default view 
 
You can choose the default 
display in the "Options" section 
of BaseDPsy under the tabs: 
"General/Open", 
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3. Add an appointent 

 
 

3.1 Automatic addition of appointments 
 
BaseDPsy is a record keeping software and the main activity of its users is to write follow-up 
notes. 
 
It is therefore desirable that when you create a follow-up note in BaseDPsy, you do not have to 
create an equivalent appointment in the agenda. 
 
Consequently,  
In the Notes section, each time you create a new session, an equivalent appointment will be 
added in the agenda. 
 
In the Group section, each time you add a new meeting, an equivalent appointment will be 
added to the agenda. 
 
In the Institution section, each time you add a new activity, an equivalent appointment will be 
added to the agenda. 
 
 
 
 

3.2 Automatic adjustment of appointments in the calendar from other 
sections 

 
In the Notes, Group Meetings, Activities sections, the appointment in the calendar will be 
updated (modified, adjusted) each time you modify any of the following items: 
 

• Start date 
• End date 
• Start time 
• The end time 
• The choice of color 

 
The automatic adjustment of appointments in the calendar does not apply (does not work) to all 
appointments imported from the old BaseDPsy calendar. 
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3.3 Adding an appointment directly in the calendar 
 

3.3.1 Tools to create an appointment 
 
As soon as you click on the "Add an appointment" tool, the appointment is 
created, all that remains is to define its title and modify the dates and times of 
the appointment.  
 
Each time you use the "Add an appointment" tool, the date defined in the 
default date tool window is automatically added. It is therefore preferable 
to define the default date before adding an appointment. 
 
If after opening the RVD window, you don't want to 
add any more appointments, you have to use the 
"Delete" tool at the bottom of the window. 

 
 
 

By clicking on the "Add an appointment" tool, a 
message reminding you of the specific elements of 
each appointment is displayed, followed by a 
temporary window to enter the content of the 
appointment. 

 
 
 
 
 
 
 
 
 

Let's say you want to set up a dinner date with a 
friend in your calendar. All you have to do is write his 
name in the title space or even the name of the 
restaurant and adjust the dates and times of the 
appointment.  
 
Then you click "Continue & Close". 
 
Choosing the right time is easier with this new calendar, because you can move the 
appointment window to the side of the calendar window and continue to move around (change 
the calendar date) in the calendar window and find the best time for the new appointment. 
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3.3.2 Creating an appointment and a follow-up note at the same time 
 
As said before, if you create a follow-up note in one of the 
other sections of BaseDPsy, the appointment is 
automatically created in the agenda. 
 
However, if when creating an appointment from the 
agenda, you want to add either a corresponding session 
in the Notes section, or a group meeting or institutional 
activity, we have added tools in the appointment interface 
to make this possible. 
 

1. Check the appropriate section 
By checking one of these options, other steps and 
tools are added 
 
First of all click the tool to choose the client: 
 
Regardless of the option chosen (session, meeting, 
activity) the client list tool appears and contains all 
clients. 
 

2. Choose the client 
 
Click on the tool to display the list of clients. 
In the list, click on the name of the client, this will 
add his name in the two sections "With" and 
"Appointment title". 
 
In the "Appointment title" field containing the client's 
name, you can add details, in addition to the name or 
in replacement of the name. 
 

3. Adjust the dates and times of the appointment 
Do not forget to define a color, otherwise the default 
color (blue) will be added. 
 

4. Click on the corresponding tool at the bottom 
of the window  
 
In case you have checked "Add a 
corresponding session", the tool will be named 
"Create a session".  
 
By clicking on the tool, you will create a follow-
up note and an appointment simultaneously, and the appointment 
window will close. 
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3.3.3 Special features for creating an institutional activity from the agenda 

 
Check "Add an institutional activity" then click on 
"List of organizations" then choose the name of 
the organization and click on it. 
 
 
Since institutional activities are linked to both an 
organization name and a mandate number, the 
mandate number must be defined in the window for 
creating a new appointment 
 
 
 
 
 
 
 
When the number of the organisation is 
added, a new tool is displayed.  
 
 
 
 
 
 
You must click on "List of mandates" and 
then click on the title of the mandate 
concerned. 
 
 
  
 
 
 
 
This action will define the mandate by its 
unique identification number (ID number) 
which is necessary in the definition of the 
activity. 
 
 
 
 
 
 
 



 BaseDPsy 11 User’s Guide    Calendar 

 

 

Page 11 

3.3.4 Modify an appointment from the calendar 
 
 
From the calendar window, you 
can edit any appointment. Just 
click on the box of the 
appointment, which will display 
an additional window 
containing the details of the 
appointment. 
 
 
 
 
 
 
 
 
 
 
 
 
If the appointment corresponds to a session 
(Notes section) or a group meeting or an 
institutional activity, another tool will be 
present. Once you have made your changes 
to the dates or times or color, you will need 
to click on the tool present to transfer these 
changes to the follow-up note. 
 
 
 
 
 
 
 
 
4. Edit the colors of the appointments 

 
The colors in an agenda allow you to quickly see a category of appointments based on its 
color. 
 
It is therefore necessary to give a particular meaning to each color.   For example, different 
colors would allow you to quickly identify which meetings (appointments) will be made via 
videoconferencing and which will be made face to face. 
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The intensity of each color is defined by a 
number between 0 and 255. The number 255 
corresponds to the maximum of the color, 
while the 0 corresponds to its absence. And 
each color is a mixture or not of the following 
three colors: Red, Green, Blue; usually 
identified by the letters R.G.B. 
 
The tool shown here is not available in the 
agenda, but it is available as a utility in MacOS 
computers under the name "Colors". 
 
With Windows, you can open the "Paint" 
application and then display "Brushes" and 
click on the color to get a tool to define it by RGB.  
 
These tools are present here for information purposes, you don't really need them to define a 
color.   
In the agenda interface, click on "Colors" to display the list of available custom 
colors.  
The tool available in the agenda contains a section to define the meaning given to the color and 
three sections to determine the intensity of each of the constituent colors. 
 
Simply click on the "Add Color" tool to create a new color. 

 
 
 
You can delete the ones you won't 
use. 
 
You can use the existing default 
colors and you can change their 
names to give them the meaning you 
want.   Click on the name to change it. 
 
 
 
 
 
 
Here is an example of a modification. 
 
Click on the "X" at the top left of the window to 
close it. 
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5. Delete an appointment 

 
Each time you use the tool: "Add an appointment" the appointment is automatically created 
and added to the calendar. But you may change your mind after clicking on the tool and this 
addition is no longer necessary. 
 
To delete it, click on the tool at the bottom of 
the appointment definition window. 
 
If you delete an appointment that matches a 
note in another section, only the appointment 
in the agenda is deleted. To delete both 
entries, the one in the agenda and the one in 
another section of BaseDPsy, for example in 
the "Notes (follow-up)" section. We suggest 
that you display the two windows side by side, 
display the same appointment in each section 
and then delete them. 
 
 

Missing appointment 
 
If you have deleted an appointment by mistake in the agenda corresponding to a session in the 
"Notes (follow-up)" section: 
 
Display the affected note in the "Notes" section and click on the 
tool next to the item to set the color.  This tool is only visible if there 
is no appointment in the Calendar corresponding to this note.  
 
Moreover, when the appointment does not exist in the agenda, the 
color choice field is also empty. 
 
On the other hand, this tool, which is normally hidden if an appointment has been created in the 
agenda, will be visible for all appointments imported from the old BaseDPsy calendar; 
therefore, it should not be used for these old appointments, otherwise you will create duplicates 
in the agenda. 
 
The same tool is present in the Institutional Activities and Group Meetings sections. 


