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USER MANUAL: Calendar 365

Introduction

Calendar 365 from Appletty is a calendar solution for Dynamics CRM. This solution by Appletty helps you to
manage your activities like Tasks, Appointments, Recurring Appointments, Campaign Activity, Phone Calls,
Letters, Fax, Emails and Service Activity. It also lets you create and manage your own desired activities through
Custom Activities.

With this plugin Admin User can manage the activities and the tasks in two different calendars namely Resource
Calendars for the users and the Customer calendar for the customers (clients).

Apart from managing activities, you can view holidays of the country specified by the admin. Later, if the activity
related actions are performed, you can Complete or Cancel the activities

Benefits of Calendar 365

e User can manage multiple CRM activities like Tasks, Appointments, Recurring Appointments, Campaign
Activity, Phone Calls, Letters, Fax, Service Activity and Emails.

e There are two different calendar views: ‘Resource Calendar’ for Users/Teams, Facilities/Equipment
resource and ‘Customer Calendar’ for the Accounts/Contacts resource.

e Create & Manage
o User can create, edit, and delete activities in both calendar views.
o User can manage attachments for Emails, Appointments, and Custom Activities.

o User can set the Overwrite color of the activity based on Status and Priority.
e Multi-Language Support.

e Saved & Shared Calendar
o User can save the calendar with the selected options, calendar view etc. and set the default
calendar by clicking on ‘Default’ icon.

o Enable the Shared Calendar option to share a calendar with other users.
e Reminder
o User can receive reminder and email notification for the activities.
o User can also share activities via email.
e View
o User can see activities in different views like Top down view, Gantt view, Timeline view, Agenda
view along with its details from the tooltip & configured detail attributes.
o User can also view the calendar in Day, Day Span, Week and Month views.
o User can view the activities as per their preferred status like Open, Scheduled, Canceled,
Completed.
o User can enable/disable Holidays and weekends from the Calendar.
e  Activity Actions
o User can ‘Complete’ or ‘Cancel’ the activities as per requirement.
o User can convert activities to ‘Opportunity’ and ‘Case’.

o User can convert email activities to lead directly from the calendar.
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Pre-requisites

e Following steps must be followed before starting the Plugin installation:

e First, you should be logged into Dynamics CRM Online.

Installation

Installation Steps
e To install the “Calendar 365” plugin, the following steps are to be followed
e On purchasing the plugin, you will get a zip file named calendar365_v5.0.zip
e Logininto your CRM Account and click on Settings ->Solutions

e Click on ‘Import’ to upload and install the Solution.

Dynamics 365 ~ Settings ~ | Solutions >

All Solutions
8? Ko E E T? B B | 1: More Actions -

Mame Display Name Version Installed On - | Package T..| Publisher

Calendar3es Calendar 365 5.1.00 11/14/201%  Managed Appletty

Click on ‘Browse’ button and choose the Package Zip File for Calendar 365 from the Import Solution
Window.
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Select Solution Package @ Help

Select the compressed [zip or .cabj file that contains the solution you want to import and
click Next,

Back Next Cancel

e Click on Next for further processing.

@ Import Solution - Mozilla Firefox Elﬂu

Py
i3 » -
)

Import Options @Help

Post Import Actions
Enable any 50K message processing steps included in the solution

NOTE: Mew business processes will be in the state that is defined by the solution provider. The state
of processes that are already on the system won't be changed.

Back | | Impart | | Cancel

BIZ/UMP/G1 Public



USER MANUAL: Calendar 365

e Check the box to enable any SDK message processing steps included in the solution and click on ‘Import’
button to Import the Solution. It opens the new window that shows the process of importing solution.

Importing Solution i@ Help
o The impeort of solution: Calendar 365 completed successfully.
Date Time Type Display Name MName Status
05:03:40.36 SDK Message Pr..  sendEmailMotifi.  sendEmailMotifi. l‘/ 8 -
05:03:40.35 SDK Message Pr..  SendEmailMotifi..  SendEmailMotifi... _lJ Se
03:03:40.33 SDK Message Pr..  SendEmailMotifi..  SendEmailMaotifi.. _",‘/ S
05:03:40.32 SDK Message Pr..  SendEmailMotifi..  SendEmailMotifi.. __",./ Se
05:03:40.30 SDK Message Pr...  SendEmailMotifi..  SendEmailMofifi... _lJ S
03:03:40.29 SDK Message Pr..  SendEmailMotifi..  SendEmailMaotifi.. l‘/ S
05:03:40.27 SDK Message Pr..  SendEmailMotifi..  SendEmailMotifi.. _lJ Se
05:03:40.25 SDK Message Pr.. RemowveAttachm.. RemoveAttachm.. _lJ Re
T A ] o = PN PR Y Bl m Sl e DO P S - n .
£ >
Page 1 b
| Download Leg File | | Close

e Click on ‘Close’ button after successful completion message is displayed.

e Once you import the solution, it will be displayed in the solutions grid view.

Dynamics 365 Settings v  Solutions >

All Solutions ¥
¥ XL | TREDE RS (B @ | voeacons -

Name Display Name Version Installed On - | Package T..| Publisher

Calendar3as Calendar 365 5.1.00 11/14/2019  Managed Appletty
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Configuration Steps

Free Trial and Activation

e Double click on ‘Calendar 365’ display name to configure the plugin with your license key.

e This will open a new window. Click on ‘Configuration’ from the options provided on the left side panel
of the page.

Solution: Calendar 385
@ “ Configuration

Solution Calendar 365

&F Information G o ppjei ty Expires On: Status:

% Configuration 6/22/2019 Trial

E Components
b [ Entities

b Profile Setup
Option Sets
'Ig Client Extensions
[8] Web Resources Activate Your Free Trial
3 Processes
> +3 Plug-in Assemblies First Name*
5dk Message Processing ...
@; Service Endpoints Last Name*

E Dashboards
E Dialog Boxes :
E Reports : Email*
B Connection Roles

Article Templates any queries, visit Appletty Support
E Contract Templates

E Email Templates .

Activate
.@Mail Merge Templates -
i

e You can activate your one-month free trial.

e To get a one-month free trial license key fill out the details and click on ‘ACTIVATE’ button.

e  Your trial will activate and expiry date will be displayed on top.
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e You can purchase the licensed version any time. To purchase the license, click on ‘Buy Now’ button.

G oppjeity T

profile Setup

Purchase License

Your free trial is currently active. You can purchase the plugin anytime by clicking on the below button.

License Details

License Key: ‘

Your free trial will expire in 28 day(s)

Note: This is not real time information and will be updated in the next 24 hours.
any queries, visit Appletty Support

[ ] [
& ntormation - o oppjeilly
[ Configuration
B8 components
[ ﬁﬁnlﬁtb
(£ option Sets
%] Crient Extensions Purchase License
@] web Resources
., Processes
[+ =2 Plug-in Assemblies

[i2] Sax Message Processin...
@, service Endpoints Buy Now
(58 Dashboards

[ Rreponts
R Connection Roles . .
B articie Tempiates License Details
[§] contract Tempiates
5] email Templates I

] o R e W T—
125 Mail Merge Tempiates License Key
£ security Roles Your free trial is expired
81 Fieid Security Profiles
I* Routing Rule Sats For any queries, visit Appletty Support
), Record Creation and U...

Prafile

Your free trial is expired. You can purchase the plugin anytime by clicking on the below button.

annan

e On expiration of Trial, a message will appear that the trial has expired. Now to purchase the
license, click on ‘Buy Now’ button.

e This will redirect you to our product page and a pop-up will appear. Click on ‘Add to Cart’ button
and complete the purchase process.
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bR R St
BB B R AR R GRWER oE b i Ari ok
e SR - bl e e S U e
R ]
e 4 amew
fai L SR R e
i

e Add to Cart

e  On successfully completing the purchase process, you will receive your license key via email

along with steps to complete the license configuration.

e C(Click on ‘Activate’ button to activate your license.

Profile Setup

License Details

License Key:

The plugin has been activated and your next
payment cycle will be initatied on 7/14/2018

any queries, visit Appletty Support

Manage Users

Total allowed license user: 1

Remaining license user: 4

Delegated Admin ~ Yenki Tech

INTEGRATION

Support User
SYSTEM

Mark Smith v

Save

e After submitting the valid license key, you will be navigated to the Setup tab.
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Default Configuration Settings
e You can manage Default Configuration settings from here for:
o Views
o Activities
o Unscheduled Activities
o Conflict Management
o Notifications
o Holidays
o Locations
o Upcoming Events
o ErrorLogs
o Configure Languages

e To manage the Default Configuration settings from the ‘Calendar 365’, click on the ‘Gear’ icon available
on the calendar page.

Q VIEW CALENDARS E = o &8 3 Lo

Day 2 Days Week

Thu Fri Sat

12:00 AM & Evelution ...

5 6 7 8
02:00 PM & Sponsor ... || 10:00 AM . guidelines... || 05:59 PM 88 Weekly St...

Note: User having System Administrator or AppJetty Calendar 365 Administrator role can configure the
Default Configuration Settings.
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Views:

e Configure the default view of the calendar by navigating to the ‘Views’ section.

= Contact Calendar: You can select entities related to contact you want to include in calendar.
Entities related to contact are Leads, Opportunity, Case, Quote, Sales Order, Invoice.

Views

Contact Calendar @& | All selected (6) -

Leads
Account Calendar @ =

Opportunities
Calendar View @ s

4 Quotes
Time Scale View § 9 Quote

Sales Orders
Number Of Days @ Invoices
Title Format @& | D MMM, YYYY ¥ | 21 Movember, 2019
Slot Duration @ | 60 Minutes v
Default Regarding @ | Contact v
Shared Calendar @ | No ¥

= Account Calendar: You can select entities related to account that you want to include in calendar.
Entities related to account are Leads, Opportunity, Case, Quote, Sales Order, Invoice.

Views
Contact Calendar ﬂ ‘ All selected (8) - |
IAccou nt Calendar@ ‘ Al selected (&) - |
Leads
Calendar view @ =
Opportunities
Time Scale View @ T
o B tes
Number Of Days @ 4 Quate
Sales Orders
Title Format @ Invoices 21 November, 2019
slot Duration @ ‘ 60 Minutes v
Default Regarding @ ‘ Contact v
Shared Calendar @ ‘ Mo v

Note: Only the entities that are added from set up page will be available in the calendar for user
to select from.
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= Calendar View: You can set any of the Default Calendar View of the calendar from the following:

- Gantt View - Top Down View - Timeline View - Agenda View
Views
Contact Calendar @ &ll selected (6) -
Account Calendar 9 All selected (6) -
I Calendar view @ Top Down View v
Top Down View
Time Scale View 9 Gantt View
TimeLine View
Number Of Days @ Agenda View
Title Format @ D MMM, Y'Y ¥ |21 Movember, 2019
Slot Duration @ 60 Minutes M
Default Regarding @ Contact v
Shared Calendar @ Mo v

= Time Scale View: You can set the default Time Scale View of the calendar from the following:

- Day -2 Week - Month

Views
Contact Calendar @ All selected (8) -
Account Calendar 9 All selected (5) -
Calendar View @ Top Down View v

ITime scale View @ Month v

Day

Mumber Of Days 9 Week

Title Format @

D MMMM, ¥YYY ¥ |21 November, 2019f

Slot Duration @ 60 Minutes v
Default Regarding @ Contact v
Shared Calendar @ Mo ¥
BIZ/UMP/G1 Public 10
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= Number of Days: Select the number of days in which you would like to view the calendar from

the Day Span View.

= Title Format: Select the format to display on Calendar. The format that you select here will be

Views

Contact Calendar @
Account Calendar @
Calendar View @

Time Scale View @

INumber Of Days @

Title Format @&
Slot Duration @&
Default Regarding @

Shared Calendar @

All selected {8)

Al zselected {8)

Top Down View

Month

LJ B L

e

Contact

Mo

R ' ov<roer. 2019

displayed when you select Day, Day Span and Week view for Calendar.

Views

Contact Calendar @&
Account Calendar @
Calendar View @
Time Scale View @&

Number Of Days @

ITitIe Format @

Al zelected {8)

Al selected {8)

Top Down View

Month

D MMMM, YYYY

v

D MMMM, YYYY

21 Movember, 2019

Slot Duration 9 MMMI D, Y
D MMM, Y¥YY
Default Regarding @ MMM D, YYYY
Shared Calendar @ Mo v
BIZ/UMP/G1 Public 11
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Slot Duration: Select the slot durations for “Top Down view”: 15, 30, 45, and 60 Minutes.

Views

Contact Calendar @
Account Calendar @
Calendar View @
Time Scale View @
Number Of Days @
Title Format @

ISIut Duration @

Default Regarding @

shared Calendar @

‘ All selected {6)

‘ £ll selected {8)

‘ Top Down View

‘ Month

E

‘ D MMMM, ¥YYY

v

60 Minutes

15 Minutes
30 Minutes
45 Minutes

21 Movember, 2019

Default Regarding: You can set default Lookup Record entity.

Views

Contact Calendar @
Account Calendar @
Calendar view @
Time Scale View @
Number Of Days @
Title Format @

slot Duration @

Il Default Regarding @

Shared Calendar @

| All selected (&)

| All selected (&)

| Top Down View

| Month

E

| O MMMBM, YYYY

v

| 60 Minutes

Contact

21 Movember, 2019

Account

Campaign

Case
Configuration

Contract
Entitlement

Bookable Resource Booking

Campaign Activity

Entidement Template

Bookable Resource Booking Header

BIZ/UMP/G1
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Shared Calendar: If you want to share calendar to others select ‘Yes’.

Views

Contact Calendar @
Account Calendar @
Calendar View @
Time Scale View @&
Mumber Of Days @
Title Format @&

slot Duration @
Default Regarding @

Shared Calendar @

‘ All selected {8)

‘ All selected {8)

Top Down View

‘ Maonth

3

‘ D MMMM, ¥YYY

v |21 Nowvemnber, 2019

60 Minutes

Contact

Mo

Yes

BIZ/UMP/G1
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Activities:
e To configure the Activities of the calendar, navigate to the ‘Activities’ section.

e |t willinclude tabs for Task, Fax, Phone Call, Email, Letter, Appointment, Recurring Appointment, Service
Activity, Campaign Activity, and Custom Activity and each of the activity tab will contain following fields:

= Task: You can check the checkbox display the Task (activity) in the calendar by default.
= Default Color: You can select the default color for the activity to be displayed in the calendar.

= Overwrite Color By: You can select Overwrite Color as By Status & By Priority.

o Ifyouwantto select the color as per the “activity status”, you can select the color for Open,
Completed and Canceled status.

Note: For Appointment, Recurring Appointment and Service Activity, you can select color
for Schedule status.

o If you want to overwrite the color as per “priority”, you can select the color for High,
Medium and Low priority.

Task Fax Phone Call Email Letter Appointment Recurring Appointment
Service Activity Campaign Activity Custom Activity
Task e 7]
Default Color @ #00aabb ||
Overwrite Color By 0 By 5tatus ¥
None
By Status .
By Priority
¥ Completed | #e30d8b [ |
[# Canceled #283a00 .
Tooltp Attribute 9 | 5 selected - ‘
Details Attributeg | 5 selected - ‘
Title Attribute e Subject - ‘
Emnail Reminder @ 0 On ® OfFf
Minutes e | 0 ‘
[#| Convert To Opportunity ¥ Convert To Caze
Bumons Configuration 0 o N
|# Mark As Complete [ Mark As Cancel

=  Tooltip Attribute: You can select the tooltip attributes from the list of different attributes to be
included in activity tooltip that appears on hovering the activity in the calendar.
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= Details Attribute: You can select the details attributes to be included in activity detail that
appears on clicking the activity in the calendar, from the list of different attributes available.

= From the list, you can select maximum 10 attributes and minimum one attribute or else it will
show validation message stating to select at least one attribute.

Toocltip Attribute g 5 selected -

RS -
Details Attribute 9 )] Cwning Business Unit

Title Artribute 9 L) Owning Team

[ Owning User
Email Reminderg B

|| Percent Complete
Minutes @ Priority

[ | Record Created On nvert To Case

Burtons Configuration
gurion @ ¥ srk As Cancel

= Check the boxes besides attributes that you wish to include.

= Title Attribute: You can select the title attribute to be displayed as the title of activity in calendar.
The ‘Title Attribute’ comes with default selection of Subject attribute. You can select only one
attribute from the list of different attributes.

Tooltip Attribute 6 5 selected -
Detailz Arribute g 5 zelecred -
Title Attribute 9 Subject -
Ernail Reminderﬁ | Search
Minutes 9 i) {Deprecated) Traversed |
() Actual Duration nvert To Caze
Buttons Cﬂnﬁguraticng )
) Acwal End ark As Cancel

i) Acrual Start

) Addirional Parameters

) All Day Event b

= Email Reminder: You can enable / disable the email reminder for an activity.
= On: Choose ‘On’ to enable Email reminder of the activity
= Off: Choose ‘Off’ to disable Email reminder of the activity

BIZ/UMP/G1 Public 15
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= Note: Once you have enabled the ‘Email Reminder’, you will receive a reminder email for the
activity. User who has created the activity will receive the mail on the email address configured
during account creation.

=  Minutes: Enter the number of minutes before which you want to send the reminder for the
activity through email to the users included for the specific activity.

= Buttons Configuration: Select the action buttons that you need to include in the calendar. These

action buttons are the ones which if enabled lets you perform those actions directly from the
calendar. Here activities like Task, Fax, Phone Call, Letter, Appointment, Service Activity, Custom
Activity have actions buttons for:

o Convert to Opportunity

o Convert to Case

o Mark as Complete

o Mark as Cancel

= While ‘Recurring Appointment’ activity has End Series button, ‘Email’ has Convert to Lead button
and ‘Campaign activity’ has Close Campaign Activity button in addition.

Unscheduled Activities:

e To manage the unscheduled activities, check the Active box. By default, it is disabled.

Unscheduled Activities )

Active @ ||
Conflict Management )
Active @ v

e On enabling Unscheduled Activities option, you get to manage unscheduled appointments and service
activities one without required attendees and assigned resources respectively from the calendar.

Conflict Management:

e To get alerts for conflicting activities based on time, check the Active box to enable conflict
management in the calendar. On enabling conflict management, you get alert message when conflicts
occur at the time of scheduling of appointments or service activities.

Notifications:

e To manage the notification reminder of the activities, navigate to the ‘Notifications’ section.
e You will get the notification reminder about upcoming activity when you are on Calendar page.
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Notifications
Motifications @ ® on O off
Minutes 0 5

e |t will include following fields:
= Notifications:

= To enable the notification reminder of the activity, click ‘On’ button. By clicking on the
‘On’ button the ‘Minutes’ field will be enabled.

= To disable the notification reminder of the activity, click ‘Off’ button. By clicking on the
‘Off’ button, the ‘Minutes’ field will be disabled.

=  Minutes:
= |nsert the minutes before which you want the notification reminder of the activity.

Holidays:

e To manage the holidays, navigate to ‘Holidays’ section

Holidays How to generate Google Calendar API Key?
Active 9

Color @ #090909 'l |

Google Calendar API Key @ ‘ AlzasyD1Hwnl EUSOygm5xVID(|

Country 9 ‘ USA v

e It will include following fields:
= Active: Check the checkbox to activate the holidays in the calendar
= Color: Set the color to be displayed for the Holiday in the calendar

=  Google Calendar API Key: Enter the Google Calendar API Key for the holidays to be displayed in
the calendar as per your selected country.

= Country: Select the country whose holidays are to be displayed in the calendar.

Note: To generate the Google Calendar APl Key refer to: https://console.developers.google.com/apis. You
can directly navigate to this page from the configuration page by clicking on the available link.
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Locations:

e To activate location suggestions in the calendar, navigate to ‘Locations’ section and check the active

box to enable them.

Locations How to generate Google Autocemplete APl Key?

Active @ |«

Google Autocomplete AP KeY | 41 ooy ATWA b-hC2rEPPFZEVGH

®

e If enabled, you need to enter Google Autocomplete APl key that you have in order to get location

suggestions.

Note: To generate the Google Autocomplete API Key refer to: https://developers.google.com/places/web-
service/autocomplete. You can directly navigate to this page from the configuration page by clicking on the

available link.

Upcoming Events:
e You can set the default view of the ‘Upcoming Events’ from this section. It will contain following fields:

= Duration: You can select the any of the default view for ‘Upcoming Events’ from the Day, Week
or Month.

Upcoming Events

Duration @ Week ¥
Day

Maonth

= Save: Click on ‘Save’ button to save all the configurations settings for Calendar 365.

Configure Languages

BIZ/UMP/G1 Public 18
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Configure Languages:

e You can also configure language of your choice by clicking on Configure Languages button available
on Configurations page.

e  On configure language page, select the language from dropdown that you wish to configure
messages for.

Eﬁ Language Configuration | Spanish - United States v Clear All Save
Text Value
Profile | Perfil ‘
Setup | Preparar ‘
Language | Idioma ‘
Day | Dia ‘
Week | Semana ‘
Month | Mes ‘
Flease enter valid license key | Por favor ingrese la clave de licencia valida ‘
Activity added successfully | Actividad agregada con éxito ‘
Activity deleted successfully | Actividad eliminada con éxito ‘
Activity updated successfully | Actividad actualizada con éxito ‘

e Here, user needs to add translations themselves for the messages in the language of their choice.
e C(Click on save button to save the language translations.

Note: For configuring languages, user first needs to manage language settings from CRM. Languages that
are selected in CRM can be configured for the calendar.
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Assign User Role:

e To manage the user roles, navigate to Settings -> Security -> Users.

Dynamics 365 ~ Sales v | Dashboards

Business Customization System Process Center

Business Manageme... Email Configuration a Processes
-’

. Templates Activity Feeds Confi...
Product Catalog
-

il
" Service Management L3 B Plug-In Trace Log
ol

g Mobile Offline 9] Solutions History Document Manage...
o]

Settings

Customizations ﬁ Administration

Solutions | m Security

Microsoft AppSource m Data Management

[

»

Activity Feeds Rules

System Jobs Dynamics 365 App f...

 Jiilfol)

1 |
o+

e Now select the users whose roles are to be managed and click on ‘M/ANAGE ROLES’. This will open a

pop up to select roles.

e To access Appletty product entities, assign ‘Appletty Calendar 365’ role to selected users.

Manage User Roles x

What roles would you like to apply to the 1 User you have selected?

Role Mame Business Unit
Activity Feeds appjettypeterson
¥ Appletty Calendar 365 appjettypeterson
#| Appletty Calendar 365 Administrator appjettypeterson
CEQ-Business Manager appjettypeterson
CSR Manager appjettypeterson
Customer Service Representative appjettypeterson
Delegate appjettypeterson -
OK Cance

Note: System Administrator will also be able to access Appletty Product Entities.
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Calendar Management

e To open the Calendar 365, following steps must be followed:

e Go to Appletty -> Calendar 365

Service Marketing

Calendar 365

Resource Calendar

Customer Calendar

e Here, you get two calendars: Resource Calendar & Customer Calendar.
o Resource Calendar: It is for User and Facility/Equipment.
o Customer Calendar: It is for Contacts and Accounts.

e If you want to manage activities for the Users/Teams or Facilities/Equipment, select Resource Calendar
while to manage activities for Contacts/Accounts (clients), select Customer Calendar.

= X Calendar View: Cal,Juan [ searchbysubject | v | Q VIEW CALENDARS E = o6 O
2 Home -
< November 2019 > T -
® Recent o & < > » oday November 2019 Day S5Days Week [Dsuul
Su Mo Tu We Th Fr Sa
Pinned N i
= 27 28 20 a0 a1 1 2 sun Mon Tue Wed Thu Fri Sat
3 . s A 5 8 o 27 28 29 30 3 1 2
Calendar 365 10:00 AM &= Prep... 02:00 PM &= Spon... || 02:50 PM 2 Revie...
0 11 12 13 14 15 16
B Resource Calendar 17 18 19 @ 21 22 23
3 4 5 6 7 8 9
B Customer Calendar
24 25 26 27 28 2 30 10:00 AM % Discu... || 10:00 AM & List o... [{ 10:00 AM % Discu... 10:00 AM &= Evalu...
s e e e
Resources 10 11 12 13 14 15 16
| Users/Teams v ‘ 02:00 PM B2 Tech ... || 10:00 AM B Evalu... || 01:00 PM £ AC Se... || 10:00 AM X availa... || 02:00 PM % Veryli...
Users/Teams 10:00 PM &= Pain a...
| Juan Carlos v ‘ 17 18 19 20 21 22 23
Views 10:00 AM & Acces... || 11:00 AM % Nanc... 01:00PM & £ Pr...
02:00 PM £ Tech ... || 03:10 PM & Tech...
| Top Down View ~ ‘
24 25 26 27 28 29 30
Activities 12:00 AM  Tech... 10:00 AM &= Aske... || 02:50 PM £ Revie...
Task Fax
Phone Call Email P 3 4 - - -
sppoinment 020 A i
i i 02:00 PM £ Devel...
SemlFe Campalgn 2 Devel

e Calendar page would load, and all the activities will be displayed in the calendar as per the default
configuration made from the backend.
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Resources

e In Calendar 365 V5.1, the calendar is separated in two: Resources Calendar and Customer Calendar.
e To view the navigate to ‘Resources’ section on the left-hand side of the calendar

e Resource Calendar: “User/Teams” and “Facilities/Equipment” resources can be found in Resource

Calendar.

o If User/Team option is selected as resource, it displays list of users in multiple selection dropdown.

o If Facilities/Equipment is selected as resource, it displays list of facility/equipment in multiple

selection dropdown.

Resources
| Users/Teams W
Users/Teams
| Juan Carlos ~
| Search ® ‘
Resources \
Users/Teams v L) Selectall
Facilities/Equipment ] Mark Carlos
Juan Cerlos M [[] Rene Carlos

e Upon selection of resource, from the other drop down, you can select users for which you need to view

activities.

e Customer Calendar: You will get “Accounts” and “Contacts”.

o If Contact is selected as resource, it displays list of contacts in multiple selection dropdown. These
are available only when contacts are selected from the dialog box.

o If Account is selected as resource, it displays list of accounts in multiple selection dropdown. These
are available only when accounts are selected from the lookup dialog box.

e Based on Customers selection, activities in the calendar will be displayed.
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Customers
Contacts A"
Contacts Select
All selected (2) hd
Customers -
Contacts A" | seareh ®
—
Accounts Jim Glynn {sample)
Mone selected b .
Maria Campbell (sample)

Note: Only the system administrator can view the calendar along with the activities of all the users or
resources. Other users can view the calendar of only their team or an individual depending on their respective
role.

Activities that have account or contact mentioned within regarding field, those activities are viewed in
calendar upon selection of that account or contact respectively.

Related Entities

e Onselecting accounts or contacts as Customers, Related Entities dropdown is enabled from where user
can select one or more related entity of account or contact related to which you want to view activities.

Customers

|Accou nts ~ |
Accounts Select
| All selected (2) hd |

Related Entities

| 4 selected

Sales Orders

[ Invoices

Note: Related entities dropdown will be shown only if entities are selected from the configurations page. And
activities will be shown if these related entities have activities created within their record.
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Activity Details
Setup for Tooltip Attribute & Tooltip view:

e To setup the Tooltip view of activity, navigate to Setup and you will find the ‘Tooltip Attribute’ option
in all the activity.

Tazk Fax Phone Call Email Letter Appointment Recurring Appointment
Service Activity Campaign Activity Custom Activity
Appointment 0 I«
Default Calor e #6100bd .
Owerwrite Color By 0 | None r
Tocltip Attribute e | 5 selected - ‘
Details Atribute 0 Owner
[} Owning Business Unit
Title Attribute e _
|| Owning Team
Email Reminder 0 [ Owning User
Minutes @ Priority

[ | Record Created On
nvert To Case

Buttons Conﬁguratione Regarding B |
ar ancel

Tooltip on Calendar

e Hover the mouse on the activity, then the activity details can be seen in tooltip view.

Today November 2019

[ About Requirement analysis ...

Mon o Wed Thu
Activity Type: Appointment

End Time: 11/6/2019 6:30 AM 30

Owner: Prakash Bambhania

Priority: Mormal

Regarding: -

Start Time: 11/5/2019 5:00 PM
. . 6

. 7
01:13 PM £} Weekly Stand... [] 05:00 PM £ About Requir... [[F2500 AM J8 Fax to Charline || 10:10 AM & Email To Johny
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Setup for Detail Attribute & Attribute view:

e To setup the Detail view of activity, navigate to Setup and you will find the ‘Detail Attribute’ option in
all the activity.

Task Fax Phone Call Email Letter Appointment Recurring Appointment
Service Activity Campaign Activity Custom Activity

Appointment 9 [«

Default Color @ #6100bd [ |

Owerwrite Celor By 9 | None v

Tooltip Attribute 9 | 5 selected - ‘

Details Atu’ibutee | 5 selected - ‘

Title Attribute 9 Regarding -

["] Safe Description
Email Reminder 9

] Service
Minutes 9 [ sLA
] Sort Date nvert To Case

Buttons Canfiguration 9 - ]
ke conce

[ Status

-

Activity Detail view on Calendar

e To view the ‘Activity Details’, click on the activity, then the details can be seen in detail.

9 Appointment b
Technical Guidance S 0 < & @ i
End Time: 11/15/2019 12:30 PM
Owner: Aeron Crimson
Priority: Mormal
Regarding: Hi-rod pneumatics Ltd.
Start Time: 1141572019 10:00 AM
MARK AS COMPLETE MARK AS CANCEL
CONVERT TO OPPORTUNITY CONVERT TO CASE
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Left side panel options
Activities

e To manage the activities which are to be displayed in the calendar, navigate to ‘Activities’ section on
the left-hand side of the calendar.

e Thereafter, check the checkbox besides the activity to display the particular activity in the calendar.
Here it will show only those activities that are enabled from the configurations page.

X B

| Top Down View ~

Activities

Task Fax

Phone Call Email

Letter Appointment
Service Campaign

vl b

. Activity . Activity
Recurring i -

o bl Social Activi

. Appointment . v

Status

e To view the activities as per their statuses, navigate to ‘Status’ section and check the checkbox besides
each option to display the activities with statuses in the calendar.

Activities

Task Eax

Phone Call Email

Letter Appointment
Service Campaign

Activity Activity
Recurring ) B

Appointment Social Activity

Status

Open Completed

Canceled Scheduled

e Note: If you have selected the Overwrite Color by Status in activity configuration, the status of activity
can be displayed in that color which is selected in ‘Overwrite Color’ option.
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Priority
e Now to view the activities as per the priorities, navigate to ‘Priority’ section and check the checkbox
besides the priority.

e This would overwrite the actual color of the activity and display the activity in the color as per the
priority of the activity.

Priority
High
Mormal
Low

Weekends & Holidays

e Toenable/ disable weekends in the calendar navigate to the ‘Weekends’ section.

= To enable weekends select ‘On’ button.

= To disable weekends, select ‘Off’ button. The columns of ‘Saturday’ and ‘Sunday’ will disappeare.

Weekends

() on (e Off

Holidays

B on (e off

e To enable holidays in the calendar, navigate to the ‘Holidays’ section and check the checkbox.

Weekends

(D on (e Off

Holidays

B on (e Off

e By checking the checkbox besides ‘Holidays’ section, you can view all the holidays in the calendar which
is by default in black colored background.
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sun Mon Tue Wed Thu Fri Sat
27 2 2 30 3 1 2
4 5 6 7 8 9
02:50 PM £ Review Lead
10 M 12 13 14 15 16
&) Veterans Day 10:00 AM &= Evaluation ... || 10:00 AM ‘. Mailed an i... || 10:00 AM . availability ... || 10:00 AM &= Evaluation ... || 10:00 AM % Discuss hig...
12:00 PM . Likes some ... || 12:00 PM & Verbal app... 02:00 PM ‘. Very likely ...
+2 more
17 18 19 20 21 22 23
10:00 AM &= Sponsor ag... | 10:00 AM & Accessto ... [ 10:00 AM & Agree to a... || 10:00 AM &= Proposal Is... 02:50 PM B Review Lead
10:00 AM *. Will be ord...
24 25 26 27 28 29 30
12:00 AM B} Appointme... 12:00 AM W Juan's Birt... J| &) Thanksgiving Day X Black Friday
10:00 AM &= Asked for ... || 10:00 AM &= Evaluation ...
10:00 AM ‘. Likes our n... || 12:00 PM & Check sale... || 10:00 AM ‘. guidelinesf... 02:50 PM £ Review Lead

Note: Holidays will be displayed as per the country selected by the admin from the Default Configurations.
Upcoming Events

e To view a list of upcoming events, navigate to ‘Upcoming Events’ section, from here you can select the
type of view and view the upcoming events as per the ‘Day’, ‘Week’ or ‘Month’ format.

e Upcoming events will be displayed based on resource selected.

e Example: If account is the selected resource type, it displays upcoming activities related to the accounts

selected.
Upcoming Events Upcoming Events
Week v | | Month v
Type “ Event Type 4 Event
Upcoming Events Appointment  Technical Disc... Appeointment  Technical Disc...
|Day ™ | Appointment  Technical Guid... Appointment  Technical Guid...
Fax Fax-John Fax Fax-John
| Type 4 Event |
Fax FAXK Fax EAXX
‘ Appointment  Technical Disc... ‘
Task Task Task Task
g & 0: -
Note: Today's Events Note: 7 days from Today Note: 30 days from Today
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Refresh

e To fetch all the events or activities from the CRM, click on the ‘Refresh’ icon on the right-hand side of

VIEW CALENDARS E = | o |Q Lo ]
019 Day 2Days Week

Thu Fri Sat
3] 1 2

02-00 PM & Spon... || 02:50 PM [ Revie...

the calendar.

e Note: After changes in configuration, you must Refresh to view the applied changes.

Save and Share Calendar Views

e You can also Save and Share any calendar view in Resource Calendar and Customer Calendar for future
reference.

e Left panel Settings like selected resources, selected calendar view as well as, activities, selected status,
priority, weekends and holidays get saved on saving view.

e You can save the calendar view on resource selection. If certain calendar settings are saved for user
resource type, that calendar view will not be available to accounts or contacts.

e To save a view, click on ‘Save’ icon available on the left side of the calendar.

X B |Search by subject |v| Q VIEW CALENDARS E =

< November 2019 > &« < > » Today November 2019 Day 2 Da
Su Mo Tu We Th Fr Sa
sun Mon Tue Wed Thu Fri

27 28 29 30 3 1
s 4 5 6 7 8 9

0 11 12 13 14@ 16

17 18 19 20 21 22 23

27 28 29 30 3N 1 2

3 4 5 B 7 8
2 2 2 229 30
1 2 3 4 5 6 7
Resources 10 11 12 13 14 15
[sersreams v

Users/Teams

e After you click on ‘Save’ icon, a dialog box opens, where you need to define the calendar view. Along
with naming, you can define if it’s public or private.
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By default, ‘Is Public’ check box is checked. If calendar is public, it is visible to all CRM users with
Appletty Calendar role under shared calendars section.

™ save Calendar View x
Calendar view name ™ | CalJuan |
Is public 1

Click on ‘Save’ button to save the calendar view.

On the header, the ‘Calendar View name’ will be appeared in left side.

X Calendar View: Caljuan Csearchbysubject | v | Q| VIEWCALENDARS E =
< November 2019 > « < > » Today November 2019 Day 2D
Su Me Tu We Th Fr Sa
27 28 29 30 31 1 2 Sun Mon Tue Wed Thu Fri
27 28 29 30 3 1
34 5 6 7 8 9
10 1 12 13 14 e 16
17 18 19 20 21 22 23
3 4 5 3 7 8
24 25 26 27 28 29 30
1 2 3 4 5 6 7
Resources 10 11 12! 13 14 15
F— .
Users/Teams

Users can access saved calendar views by clicking on View Calendars button on the calendar page.

After you click on ‘View Calendars’, a dialog box opens up with dropdown to select calendar type.

Calendar type is the ‘Saved Calendars’ and ‘Shared Calendars’.

‘Saved calendars’ are the one which you have created and saved while ‘shared calendars’ are the one
that are shared with you by other users or the calendars that are made public by other users.

Based on calendar type selection, you get list of calendars.
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Calendar Views x
Calendar Type:
‘ Saved Calendars w |
Show ‘5 A% | entries Search: | |
View Name * |s Default Action

CalJuan Mo E n
CalJuan - Agenda View Mo a n a
CalJuan Gantt View Mo n

Showing 1 to 3 of 2 entries

e From the Saved Calendars list, you can see the View name with their actions. You can select a default
calendar by pressing + icon.

Calendar Views x
Calendar Type:
‘ Saved Calendars ~ |
Show ‘5 w | entries Search: | |
View Name * 15 Default Action

Cal.Juan Yes E D
Cal.Juan - Agenda View Mo a n B
CalJuan Gantt View MNo E n

Showing 1 to 3 of 3 entries

e Forsaved calendar and being the owner of that calendar, you can View, Edit, Delete and Share calendar.
‘Share’ option is available only when calendar is private (should not select as ‘Is Public’).

e Also, different actions are available only when you are the owner of the calendar, else it just shows the
preview icon.

e C(Clicking on edit calendar, particular saved calendar opens so as to edit it as required and along with that
shows update calendar view icon to update calendar.
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Update Calendar

X Calendar View: CalJuan

4 November 2019 >
Sy Mo Tu We Th Fr Sa

27 28 29 30 3N 1 2
3 = 2 6 7 8 9
10 11 12 13 14 e 16
17 18 19 20 21 22 23

24 250 26 27 28 29 30

e Onclicking ‘edit’ icon, you get to update calendar name and select if calendar is public or private.

9 Edit Calendar View

. ®
Calendar view name | Cal.Juan

Is public ¥

UPDATE CLOSE

b

e C(Click on Update button to update the changes made in calendar.
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Share Saved Calendar Views

e C(Clicking on shared icon, you can share Calendar with other CRM users or team.

Calendar Views b
Calendar Type:
‘ Saved Calendars W |
Show ‘ 5 W ‘ entries Search: ‘ |
View Name * 15 Default Action

CalJuan Yes a B n

Cal.Juan - Agenda View Mo a a dﬁb

CalJuan Gantt View Mo a B u

Showing 1 to 3 of 3 entries

e C(Clicking on ‘Share’ icon, opens dialog box to select user or team from the look up records box. After
selecting user, click on Save button to complete the calendar sharing. You can select multiple users
and teams to share calendar with.

«5 Share Saved Calendar x

User/Team * | q |

SAVE CLOSE
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Look Up Records

Enter your search criteria.

Locok for User v
Search o
O | Full Name 4 | Pposition Main Phe [ )
Juan Carlos 7688182082
Mark Carlos
Rene Carlos
1 3
1- 3 of 3 (0 selected) 44 Pagel )

Selected records:

e You can select the Users/team with whom you want to share the Saved Calendar view.

e A Calendar view shared by others can be seen by selecting ‘Shared Calendars’ option.

Calendar Views ®
Calendar Type:
| Saved Calendars W |

Saved Calendars

Shared Calendars

View Name 4 Owner Action

123 test Jacob hellon a n
CalendarViewDemo Jacob hellon a n a
Template1 Jacob hellon a n
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e When saved calendar is previewed, it enables a button to go back to the current view (previous view).

search by subject v ‘ Q | | view caLEnDARS
November 2019
Wed Thu Fri

Move Shared Calendar to Saved Calendar

e You can move the ‘shared calendar’ to the ‘Saved Calendars’ list by clicking on ‘Move’ icon.

Calendar Views s

Calendar Type:

‘ Shared Calendars ~ |
Show |5 ~ | entries Search: | |
View Name * Dwner Action

Cal.Mark Mark Carlos E m qE
Showing 1 to 1 of 1 entries '

e Now you can see a shared calendar in Saved Calendars list. You can make it default if you want.

Calendar Views x
Calendar Type:
|Saved Calendars v |
Show |5 ~ | entries Search: | |
View Name “ Is Default Action

CalJuan Yes B m
Cal.Juan No g a n
CalJuan - Agenda View No B m a
Cal.Juan Gantt View Mo @ a n
Cal.Mark Mo @ma
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Activity Grid View of Calendar

e To get list view of all activities, navigate to ‘list’ button on the calendar and along with that select time
span from Day, Month or Year from the dropdown.

Search by subject | v | Q )  VIEWCALENDARS =l o&
« < > » Today November 2019 Day 2Days Week
Sun Mon Tue Wed Thu Fri Sat

27 28 29 30 3 1

10:00 AM &= Prep... 02:00 PM & Spon...

e By clicking on ‘List” icon, the list of events will be displayed Day wise by default. You can change to Week

or Month.
X @ calendar view: Caljuan Search by subject | v | Q¥  VIEWCALENDARS ‘ Week v | = E o8 &
S Day
November 2019 Week )
< ’ csv Copy Excel pdf Print Earch- | ‘
Su Mo Tu We Th Fr Sa
Set Regarding
27 28 29 30 31 1 2
3 4 5 6 7 8 9 -
Select Event Start Date End Date Resource ?th'ty Status Action
1 11 12 13 14 @ 16 ype
17 18 19 20 21 22 23 a sponsor hasa buyingvision (s 10/31/20192:00  10/31/2019230 | . conoc paek Open (a]
ample) PM PM
24 25 26 27 28 29 30
= Pre-proposal review conducte  10/29/2019 10:00  10/29/2019 10:30
1 2 3 a 5 6 7 (] ST AM AM Juan Carlos  Task Open u
Resources Shawing 1 to 2 of 2 entries n
‘ Users/Teams ~ |
Users/Teams
‘ Juan Carlos hd |

e List view works based on small calendar available on left side of the calendar view. You will get the list
of events based on day/date selected in the smaller left side calendar.

e For Day span, it shows list of events that fall under the days that are selected.

e For Week time span, it shows list of events that fall under the week in which the selected day is part of.
e For Month time span, it displays events of months to which the selected day is part of.

e From list view, you can perform multiple actions like:

o Exporting records to CSV, Excel, PDF
o Copying records,

o Printing records and Set Regarding for the selected records.
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Set Regarding

e To set regarding for the records, select the records and click on Set Regarding button.

csv Copy Excel Pdf Print Search:
Set Regarding
Select Event Start Date End Date Resource :;E:'w Status Action

Pre-proposal review conducte  10/29/201910:00  10/29/2019 10:30

o uan Carlos  Task Open &®

d (sample) AM AM J P Q0
Showing 1 to 2 of 2 entries 1 row selected n

e This opens set regarding record dialog box to select record from the look up dialog box.

P Set Regarding Record x

Choose a regarding field for the selected activities.

Regarding © [ Q J

SAVE CLOSE

e After selecting click on ‘Save’ button to set regarding for the record. As you click on Save button, the
popup message will be appeared to set regarding
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Calendar Activities

e You can Create, Edit, View, Copy & Share an activity.
Create an Activity:

e To create activities, click on the date on the calendar that you want to add the Activity to.

November 2019 Week

Wed Fri Sat

1

12:00 AM &= Comp...

3 4 5 6 7

01:12 PM £ Weekl... || 05:00 PM 8 About... || 12:00 AM i Faxt.. [| 10:10 AM & Email...
05:00 PM F AC Se... 11:00 AM % New ...

10 11 12 13

01:13 PM B8 Weekl... 12:00 AM [3 Letter...

17 18 19 20 21

01:12 PM £ Weekl... | 12:00 AM £ Prod... 11:00 AM # AcRe...

24 25 26 27 28

01:13 PM B8 Weekl... 12:00 AM % Charl... || 12:00 AM ¥ Mark...

01:12 PM £ Weekl...

e Asyou click on the Date, ‘Create Activity’ popup will be appeared on your screen:

+ Create Activity x
Activity |Ta5k w ‘
Subject * Fax
Phone Call
) Email
Regarding Letter
Appointment
Start Date * Recurring Appointment
Service Activity
Social Activity
End Date * IT-TE-ZUTY TZ00 AN i)
Priarity Normal w
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= Activity: Select the type of activity you want to create.
= Subject: Enter the subject of the activity.

=  Regarding: Mention the Account, Contact, or any other record with which activity is concerned.

+ Create Activity x
Activity ‘ Task \Y |
Subject * ‘ Technical analysis & Product enhancement |
Regarding ‘ Q
Start Date * ‘ 11-21-2019 12:00 AM @ |
End Date * ‘ 11-22-2019 12:00 AM @ |
Priority ‘ MNormal A" |
Description
owner Juan Carlos

CREATE

= Clicking on Search icon in the ‘Regarding’ text area, “Lookup Record” dialog opens from where
user can select the record for activity.
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Lookup Record
Enter your search criteria.
Look for | Contact v || O Show Only My Records
Look in Accoun_t
Campaign
Search Campaign Activity
Case
Contract
| Full N Entitlement | Email O
Entitlement Template
Jim G Invoice someone_j@example.com
Knowledge Article
Maria Knowledge Base Record someone_d@example.com
Lead
Nanc]| Opportunity someone_c@example.com
| Order
Patrig someone_k@example.com
Quote
Paul Canneon (sample) someone_h@example.com
Rene Valdes (sample) someone_i@example.com
Robert Lyon (sample) someone_g@example.com
) P S R Y s Rt
1-13 of 13 (1 selected) {4 Pagel

= Select any Account, Contact or any other record which is required in Activity. After selecting
from the list, click on Add button. The selected record will be displayed on ‘Regarding’ text filed.

+ Create Activity x
Activity ‘ Task ~ ‘
Subject * ‘ Technical analysis & Product enhancement ‘

Regarding Hi-rod pneumatics ... @ Q ‘

= Selected record can be seen in Regarding edit box.
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+ Create Activity x
Activity | Task v ‘
Subject * | Technical analysis & Product enhancement ‘

Regarding ‘ Hi-rod preumatics ... @ Q

Start Date * | 11-21-2019 01:00 PM @ ‘
End Date * | 11-21-2019 06:00 PM @ ‘
Priority |Norma| 4 ‘

Technical analysis & Product enhancement
Description

owner Juan Carlos

CREATE |
e

= Start Time: Set the Start Date and Time of the activity.

= End Time: Set the End Date and Time of the activity.
=  Priority: Set the priority of the activity. Priority can be High, Normal, or Low.
= Description: Enter the description of the activity.

= Owner: Displays name of the owner who created the activity.

o After pressing Create button, if there is no error, a confirmation message will be highlighted on your
screen.
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e Now you can view the added activity in your calendar.

« < > » Today November 2019 Day 5Days Week
sun Mon Tue Wed Thu Fri Sat
7 1 2

10:00 AM &= Pre-propo... 02:00 PM &= Sponsor ha...

6 7 8

10:00 AM ‘. Discuss ne... 10:00 AM &= Evaluation ...

3 4

10:00 AM . Discuss ne...

13 14 15

10:00 AM &= Evaluation ... 10:00 AM *. availability ... || 02:00 PM % Very likely ...
12:00 PM . Likes some ... 10:00 PM &= Pain admit...

20 J 22
10:00 AM &= Proposal Is... ‘ 01:00 PM & Technical a... |

10 11

17 18

10:00 AM & List of upc... [ 10:00 AM &= Agree to a...
10:00 AM & Accessto... | 10:00 AM . Will be ord...

24 25 26/ 27 28 29

10:00 AM &= Asked for ... || 10:00 AM & Evaluation ...

[ [ u

10:00 AM . Likes our n... || 12:00 PM & Check sale... || 10:00 AM . guidelines f...

23

30

Create a Custom Activity

e To create a Custom Activity, click on ‘Configuration’ icon.

E:= cco
Day 5Days Week

e C(Click on ‘Custom Activity’ tab under ‘Activities’ section.

Task Fax Phone Call Email Letter Appointment Recurring Appointment
Service Activity Campaign Activity Custom Activity
Activity Name 4 Actions
Birthday m
Showing 1 to 1 of 1 entries
Previous n MNext

e Now click on ‘New’ button to create a custom activity.
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e Thereafter, following fields will appear under ‘Custom Activity’ tab:

Entity 9

Default Color 0
Cwverwrite Color By 0
Tocltip Attribute 0
Details Attribute a

Title Artribute a

Email Reminder g

I"-.-"Iinutesﬁ

Buttons Configuration 9

Social Activity

Campaign Response

Case Resolution

Forms Pro survey invite
Forms Pro survey response
Cpporwnity Close

Crder Close

CQuick Campaign

Quote Close

UntrackedEmail

Social Activity

Subject

-

() On @ Off

0

l# Convert To Opporwnity # Convert To Case

] Mark Az Camplets

[ Mark Az Cancel

e Select Custom Activity from the drop-down list of Entity.

e Asyou click on Save button, you will get a popup message of activity successfully added.

e You can ‘Edit’ and ‘Delete’ the Custom activities you have created.

Service Activity Campaign Activity

Activity Name

Birthday

Social Activity

Custom Activity

4 Actions
O
o]
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Location:

e If location suggestions are active from the ‘Configurations’ page, you even get location suggestions
based on keyword entered under location option.

Location | Man
¥ Manchester Ui

Mannheim Cermany

Manila Metro Manila, Philippines

?
§ Manali Himachal Pradesh, India
Y
\d

Manesar, National Highway 48 Gurugram, Haryanz, India

Note: Location option is enabled only for ‘Appointment’, ‘Recurring Appointment’ and ‘Service Activity’.

Attachment for Activity:

e Attachments facility is given only for the Email, Appointment and Custom Activities.

e To add an attachment for the activity, you will find Attachment option. By clicking on + icon, Add
Attachment popup will appear.

+ Create Activity x
Activity | Appointment Vv |
Subject * | |
Regarding | Q |
Start Date © | 11-14-2019 12:00 AM @ |
EndDate® | 11-152019 12:00 AM =
Required | Q |
Optional | Q |
Location |. |
Attachment +

N — nil

e
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e Now choose the file to be attached as attachment and click on ‘Attach’ button.

€4 Add Attachment X

File Mame: Choose File | Mo file chosen Attach

e On clicking ‘Attach’ button, attachment will be shown in “Create Activity” dialog box along with delete
icon. Clicking on ‘Delete’ icon will remove that activity.

+

Attachment
Price List.pdf L]

e Thereafter click on Create button to complete activity creation with attachment.

e ‘Attachment’ icon will be displayed on the activities in the calendar for which the attachments were
added.

E 7 8
12:00 AM I8 Fax to Charline || 10:10 AM & Email To Johny J| 10:00 AM & Technical Do...

13 14 15

12:00 AM [ Letter Event 12:00 AM % B Discussio...
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View Activity:

e To view detail of any activity, simply click on activity.

10:00 AM ‘. availa... || 02:00 PM % Veryli

Fi a8 9
14 15 16

02:50 PM B Revie
10:00 PM & Pain a

Ay

e C(Clicking on the activity, the detail dialog box contains all those fields and actions buttons that are
enabled from the ‘Configurations’ page.

e User can perform multiple actions such as editing the activity, copying activity, sharing an activity to
other user via email, re-assign activity to other user or team, view activity in CRM, and delete that
activity.

= Task x

Pain admitted by sponsor (sample) S 0 <2 & ® ﬂlll

Due Date: 11/15/2019 10:00 PM
Owner: Juan Carlos

Priority: Mormal

Regarding: Maria Camphbell (sample)
Start Date: 11/15/2019 10:00 PM

MARK AS COMPLETE MARK AS CANCEL

CONVERT TO OPPORTUNITY CONVERT TO CASE

e From this Activity Detail dialog box, you can perform resultant action for the activity.
e You can perform actions:

o Convert to opportunity
o Convert to case
o Convert to lead’ (Only for email activity)

o Forending the activity, you can perform action like Mark as complete, Close campaign
activity (Only for campaign activity), End series (Only for recurring appointment).
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Edit Activity:

e Click on ‘Edit’ Zicon to edit any created activity.

Eldh@m

e Onclicking edit icon, it opens activity details in edit view.

(£ Update Activity

Activity

Subject

Regarding

Start Date *

End Date *

Direction

From *

To*

Phone Mumber

| Will be crdering soon (sample)
| 05-29-201% 10:00 AM
| 05-29-2019 10:30 AM

| Qutgoing

‘ Fourth Coffee (sam... @

‘ Litware, Inc. (sample) @

UPDATE

e Update or change the details and then click on Update button to save changes to the activity.
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Copy Activity:

e Click on copy activity icon, to copy activity details. Clicking on copy icon you can edit all the details if
required.

‘fd&l-@m

[C] Copy Activity x
Subject * ‘ ServiceAct? |
Service * ‘ Service 01 A |
Regarding ‘ Q |
Customers ‘ Q |
Resources ‘ Q |
Start Date * ‘ 07-16-2019 12:00 AM @ |
End Date ‘ 07-17-2019 12:00 AM @ |
Location ‘ Enter a location |

e Click on Create button to complete the activity creation. If you don’t edit and save it as it is, it would
create a duplicate of the activity.
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Share Activity:

e If activity is to be shared to other users via email, click on share icon available in the activity detail
pop up.

S O]l<2|é& ® m

e C(Clicking onicon, it redirects to CRM page to email the activity details.

Dynamics 365 « Sales ~ | Activities > Event Details: Weekl...

WESEND [ SAVE [l ATTACH FILE R INSERT TEMPLATE |:§iy INSERT ARTICLE ===

EMAIL ~

Event Details: Weekly Standup ... -=

Priority Due Status Rea... Owner ™
Narmal n i ce o 8 Draft & Cat
Warn

m
o
=
]
Il
]

|

|

5] Insert Templa

Event Details

Subject: Weekly Standup meeting
Start Date: 7/15/2019 53:59 PM
End Date: 7/15/2019 6:29 PM
Resource: Cat Warn

Status: Scheduled

Thank vou.
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Re-assigning Activity:

e To reassign activity, click on activity. It opens a dialog box. Click on * 'E"'icon.
S 0O <||é&+|® 0

&+ Reassign Event X
Event Type | Phone Call |
Subject | Discuss new opportunity (sample) |
Description
User/Team * Mark Carlos hd

Search ‘ ® |

Users
) Rene Carlos

e Select the user or team from look up records box to which the activity is to be reassigned.

Note: To reassign any activity to any user or team, they should have roles defined or else it will prompt error
message.
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View Activity:

e Clicking on ‘View’ icon, the activity record will be shown on CRM page with all the details.

S 0 4 &|®|d

+/ MARK COMPLETE X CLOSE TASK = PROCESS - = CONVERTTO v X DELETE &= EMAIL A LINK

TASK ™

Technical analysis & Product en... -=
Priority Due Activity Status™ Owner”
Normal 11/21/2019 6:00 PM Open & Juan Carlos
Subject * Technical analysis & Product enhancement
Description

Technical analysis & Product enhancement

Regarding & Hi-rod pneumatics Put. Ltd.

Duration

Delete Activity:

e C(Clicking on ‘Delete’ icon, the activity can be deleted from the Calendar page permanently.

!@4&@'

e C(Clicking on Delete icon, a warning pop up message will appear to confirm the action.

A Warning X

Do you really want to delete this activity?

o] o
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Search Activity:

e You can search any activity by three options: Subject, Regarding and Description that are inserted in

the activities.

e Select any search option among three and click on search icon and it will show all activities with that

keyword in the search text box.

Search by subject W | Q

« < > » Today Regarding
Description

VIEW CALENDARS E

2019 Day

sun Mon Tue wWed

10:00 AM &= Pre-p...

3 4 5

10:00 AM . Discu... 10:00 AM . Discu...

Thu Fri

02:00 PM & Spon...

5] 7

2 D3

8

10:00 AM & Evalu...

e It will display only those activities that full fill search criteria based

on selection of Search options.
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Recurring Appointment:

e To create recurring appointment, select activity type as ‘Recurring Appointment’.

+ Create Activity X

Activity |Recurr|'ng Appointment ~ | -

Subject * | Development Review & Discussion |

Regarding ‘ Hi-rod pneumatics ... @ Q ‘

Jim Glynn {sample) @ W Maria Campbell (sa... @

Required Q
Nancy Anderson (s... @ Wl Juan Carlos []

Optional | Q |

Location | St. George, UT, USA |

Set Recurrence

Pricrity Mormal ~
I [

CREATE

e Insert the required details and then click on Set Recurrence button to set recurring details.

e C(Clicking on ‘Set Recurrence’ button, the Set Recurrence pop up will appear.

C' Set Recurrence x

— Appointment Time

Ctart ‘ 2:00 PM © |

End ‘ 6:30 PM © |

— Recurrence Pattern Weekly ¥
Recur Every III ‘Week(s) On:

[l Sunday [# Monday ] Tuesday ] Wednesday
] Thursday [ Friday ] Saturday
— Range of Recurrence
Start range ‘ 12-02-2019 ] |
End range () NoEnd Date

® End after Eloccurr\ences
O Enduy | 12-03-2019 g&g§
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e Insert the details as below:
o Appointment Time: Select Start/End Time
o Recurrence Pattern: Daily/Weekly/Monthly/Yearly
= Daily: Select day intervals or select weekdays.
= Weekly: Insert week(s) on selecting Days.
= Monthly: Insert Date of every month or select interval of days/week/weekends.
= Yearly: Select Month with a date or select interval of days/weeks/weekends by selecting a month.
o Range of Recurrence:
= Start Range: Select starting date

= End Rage: Insert the ‘number of occurrences’ when it will end or ‘End by’ selecting a
particular ‘date’ or selecting ‘No End Date’ if the ending date is not defined.

e After inserting and selecting all the details, click on Set button to save recurrence and then click on
Create button to complete the recurring appointment creation.

Sun Mon Tue
Resources
1 2 3
‘ Users/Teams v ‘ 10:00 AM ‘. Likes ... || 12:00 PM & Chec.. I
02:00 PM £ Devel...
Users/Teams
uan Carlos v ‘
‘ ) 8 9 10
02:00 PM B Devel...
Views
‘ Top Down View v ‘
15 16 17
Activities |:| 02:00 PM £ Devel...
Task | Fax
Phone Call B email
[ Letter Appointment = 23 24
. .
. Service . Campaign
Activity Activity
Recurring B
Appointment . Birthday 29 30 31

e Now you can see the recurring activities in the calendar as per Set Recurrence details.
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Share Activity:

e You can share the activities in which the multiple resources are involved.

e  While creating the activities in which multiple resources are selected, the activity will automatically be
assigned to the resources and those activities will be displayed in their calendar as well.

e In appointment activity, one needs to mention required and optional users while in case of other
activities it appears as from and to.

Note: For activity to be visible in multiple calendars, users should be selected in the look up record option.

#" Create Activity X

Activity | Appointment v |

Subject * | Appointment with Client |

— a

Start Date * | 07-12-2018 12:00 AM @ |

End Date * | 07-13-2018 12:00 AM @ |

Required | Maria Campbell © @ Nancy Andersan (<] Q‘
Optional | Counts Vong (samp... @ | Debra Garcia (sam... @ Q‘

Location | Client's Place |

Note: All the activities can be shared with multiple resources except ‘Task’ Activity.
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Conflict Management:

e On creating ‘Service Activity’ or ‘Appointment’, if scheduling of that activity conflicts with the same
activity it shows alerts only if enabled from the backend configurations.

/4. Scheduling Alerts X

You might not be able to schedule this activity until scheduling
problems are fixed

IGNORE AND SAVE CANCEL

e On clicking Ignore and Save button, activity gets saved but with conflicting error message on the
activity. Clicking Cancel button, scheduling gets cancelled and you again get to re-schedule date and
time of the activity.

15 17
12:00 AN @ , & Se...
22 23 24

Note: You get scheduling alerts only for conflicts among appointments and service activities. And it works
only if conflict management is enabled from configuration page.
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Unscheduled Activities:

e [f you have enabled the Unscheduled Activates option from the configuration and the ‘Appointments’
and Service activities’ don’t have any required attendees and assigned resources, the Unscheduled
Activities button will appear on the header in the Calendar page.

VIEW CALENDARS UNSCHEDULED ACTIVITIES E =
November 2019 Day J
Wed Thu Fri
;

e |t opens dialog box with list of Unscheduled Activities.

e This list comprises of two activities based on activity type selected. Start and End date filters to filter
activities along with search box to search activities.

¥] Unscheduled Activities x
Start Date End Date

| 11-01-2019 E| | 11-30-2019 E| h g
Activity Type

| Appointment A% | Set Required

Search:
Select Subject Start Date End Date owner Status
5w nES e g
o e ;‘;132019 9:00 ;1:1"112019 9:30 Es:lis Scheduled
(] Appaointment with mr. Paul 1;%3?311 J ::;;gfs: ? JCU;FTOS Scheduled
] Product Release meeting 1 :1;;1;[\2;)1 J 121{;; 1;:”01 J JCu;rll-los Scheduled
O Review Lead ;:\;1 /2019 2550 ;1:1 12019 3:20 JCU;rTOS scheduled

e If activity type is ‘appointment’, it shows all the appointments that don’t have any required attendees
assigned.

e To assign attendees to an appointment, select appointment as the ‘activity type’ from the dropdown,
select activities and click on Set Required button.

e C(Clicking on ‘Set Required’ button, it will open dialog box to select required attendee.

BIZ/UMP/G1 Public 57



USER MANUAL: Calendar 365

e Select the attendee as required and click on Save button.

@ Setrequired for appointments x

Regquired * ‘ Q |

SAVE CLOSE

e Upon saving, attendees get assigned and that activity gets removed from the list of unscheduled

activities.
e If “activity type’ is service activity, it shows all the service activities that don’t have resources assigned.

e Toassign resources to the service activity, select service activity as the activity type from the dropdown,
select the service and click on Set Resource button.

%) Unscheduled Activities x
Start Date End Date

‘ 11-01-2019 i‘ ‘ 11-30-2019 i| h ¢
Activity Type

‘ Service Activity A% | Set Resource

Search:

Select Subject Start Date End Date Oowner Status

Showing 1 to 1 of 1 entries 1 row selected

e C(Clicking on ‘Set Resource’ button, it will open dialog box to select required resources. Select them as
required and click on Save button.

& Setresource for service activities x

Resource | Q |

SAVE CLOSE

e Upon saving, resources get assigned and that activity gets removed from the list of unscheduled

activities.
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Activity Action

Clicking on any activity you will get the detail view with activity actions. You can directly complete any
activity by clicking on Mark as Complete/Mark as Close and convert any activity to Opportunity/Case by
clicking on ‘Convert to Opportunity’/‘Convert to Case’ respectively.

Mark as Complete

e You can directly complete an activity from calendar itself by clicking on Mark as Complete button.
On clicking this button, warning message appears. Click “OK” to complete the activity and its status
is updated as Completed.

£, Warning

Do you want to complete the activity?

o] o

Mark as Cancel

e When you click on Mark as Cancel button for an activity, a warning message appears. Click “OK” to
remove from the calendar and its status will be updated as Closed in the CRM.

A Warning

Do you want to cancel the activity?

Coc ]
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Convert Activity to Opportunity

e Activities like Tasks, Phone calls, Letters, Fax, Custom Activities and Emails can be converted to

opportunity from calendar directly.

3 Convert to Opportunity x

Customer * Hi-rod pneumatics ... @ Q

Currency * US Dallar L] Q

Related Campaign Product launch ca... @ Q

Open the new opportunity ® yes ) No

Change the status to completed and -
close the form

Record a closed campaign response

CONVERT CLOSE

Convert Activity to Case

e Activities like Tasks, Phone calls, Letters, Fax, Custom Activities and Emails can be converted to Case

from calendar directly.

3 Convert to Case %
customer * Q
Q

Open the new case

Change the status to completed and @ yes () Mo

close the form
CONVERT CLOSE
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Convert Activity to Lead

e  Only Email activities can be converted to lead.

t3 Convert to Lead X

First Mame: ‘ James ‘
Last Name:® ‘ Steve ‘
Company: ‘ ‘

Email Address: ‘ ‘

= &=

Open the naw Lead: ™ Yes (O No

CONVERT CLOSE

End Series

e End series option is available in case of recurring appointment.

¥ Recurring Appointment X
Review Lead S 0 <@ & @ @
End Time: 11/15/2019 3:20 PM

owner: Juan Carlos

Priority: Mormal

Regarding: Counts Vong (sample)

Start Time: 11/15/2019 2:50 PM

o

e Onclicking End Series button, you need to select when you want appointment series to end. It can be
either “This event” or “Following events from selected date”.
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% End Series x

Select when you want the appointment series to end

® This event

) Following events from selected date

What would you like to do with the appeointment?
® Complete

-

) Cancel

SAVE CLOSE

e If This Event option is selected, it ends that appointment by selecting ‘Complete’ or ‘Cancel’ the

activity. The status will be updated as per selection of Complete or Cancel.

e Selecting Following events from selected date option, you need to select series end date and the
related status. The status will be updated as per selection of Complete or Cancel.

% End Series x

Select when you want the appointment series to end

(1 This event

®m  Following events from selectad date

Selecting this will delete all future appointments in the series

Series End Date 11-18-201%

What would you like to do with the past appointments that are open?

® Complete

iy Cancel

SAVE CLOSE
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Reminder of Activity:

e You will receive a notification for reminder of the activity before few minutes from the start time of the
activity set from the backend default configurations.

Motifications

Notifications @ ® On O Off

Minutes @ 15

@ Reminder x

Event Type: Task

Event: Technical analysis & Product enhancement
Start Date: 11/19/201% 3110 PM

End Date: 11/19/2012 810 PM

Resource: Juan Carlos

Print Calendar:

e To print the calendar, navigate to right hand side of the calendar and click on ‘Print’ icon.

Search by subject v| Q VIEW CALENDARS E = Zla Lo

November 2019 Day 5Days Week
Wed Thu Fri Sat
30 3 1 2

02:00 PM & Sponsor ha... || 02:50 PM B Review Lead

e You can print the calendar in Portrait view as well as Landscape view in different formats like PDF, XPS
Document Writer, directly fax it and save to Google Drive.
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Calendar Views

e There are multiple views are given in the Calendar 365 to check the activities as per the schedule days,
dates and the times. To view Multiple Views, navigate to Views drop down list.

Resources

| Uzers/Teams A |

Users/Teams

| Juan Carlos A |

Views

Top Down View A4

Top Down View

Gantt View
Timeline View
Agenda View

e There are four types of views of Calendar 365 and they are as follows:
= Top Down View
= Gantt View
= Timeline View
= Agenda View

Note: You can check all Calendar Views in Resource Calendar and Customer Calendars individually.

Top Down View

e This view provides you a Top Down view of the calendar in which you can view a column per member
on the horizontal axis and time on the vertical axis, and a plain view of activities. Members can be
user/team, account, contact or facilities/equipment depending on choice selected by you.

e In addition, you can view the calendar in Top Down View as per the Day, and Week view format.
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Day View:

e You can see the activities for the day in the Top Down View.

« < > » Today 19 November, 2019
Juan Carlos Mark Carlos

sam

Fam

8am

9am

10am 10:00 AM - 11:30 AM
= Agree to above in Spansor letter (sample)

11am

12pm

1pm

2pm

03:10 PM - 08:10 PM
&S Technical analysis & Product enhancement

DEVEN 2 Days Week Month

Rene Carlos

09:00 AM - # aTe

Day Span View:

e You can view the calendar as per the configured Number Of Days from default configurations in Day

Span View of Top Down view. You can select days from 2 to 5.

& < > > Today Nov 26 - 27, 2019

Kevin Peterson
Mon 11/26

12am 12:00 AM - 12:00 AM 12:00 AM - 12:00 AM 12:00 AM - 0300 AM
% B CGampaign Mails | 8 Schedule a maintenal ) Appointment with
Client For Product
12:30am Discussion

Tam

1:30am

Zam

2:30am

Week

Tue 11/27

12:00 AM - 12:00 AM 12:00 AM - 12:00 PM
[ Signing Agreement Le i@ Faxing Quotation Details

Month

|
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Week View:

e You can see the activities for the week in the Top Down view.

« < > > Today Nov 26 - 30, 2019 Day 2 Days -| Month

Kevin Peterson

Mon 11/26& Tue 11/27 Wed 11/28 Thu 11/29 Fri 11/30
12:00 |3 12-00 AV 12:00 AM -1 12:00 AMIZ00 AP 12200 AM -1
= e e

12am 12:00 AM - 12:00 12:00 AM - 12:000112-000 AM - 12:00 AM
% @& Campai B Schedule {8 Signing Agreement = = L Cal &=
= Letter ir Discus: i Meetin i,  Sending
| with  Cljgnt Promotio
Client nal Mails

a
12:30am maintenance
appointment

.

future t
collabe
ion

Tam

1:30am

2:30am

3am

e Similarly, in Month View, you will the details month wise with the dates.

Gantt View

e Ganttview is used for viewing what activity is scheduled to be done at a specific day/time. Gantt view is
a horizontal bar chart that visually represents an activity or task with the start and end dates.

e Gantt view in which you can view the Resources or Customers in top down manner and date range in a
horizontal display. Here resources can be Team/User & Facilities/Equipment and customers can be
Accounts, Contacts, and are displayed based on your selection of calendar view.

e In Gantt view, you can also view all or individual Events (Activities) along with its details like Name of
the event, Start date, End date and resource name (As configured to view from the configurations page).

e In addition, you can view the calendar in Gantt View as per the Day, Day Span, Week or Month format.
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Day View:

e You can see the activities for the day in the Gantt view.

« < > » Today Day 2 Days Week Month
19 November, 2019

Contacts 12am 6am 12pm 6pm

Nancy Anderson E= Creating FSD

Patrick Sands

Paul Cannon
Rene Valdes

Robert Lyon

Scott Konersmann

£8 Discuss high level plans for future collaboration

Sidney Higa -
Day Span View:
e You can view the calendar as per the configured Number Of Days from default configurations in Gantt
View.
« < b3 > Today 19 - 20 November, 2019 Day | week Month
Yvonne McKay (sample) Susanna Stubberod (sample) Nancy Anderson (sample) Maria Campbell
Tue Wed Tue Wed Tue Wed Tue

10:00 AM - 11:00 AM
% & Price Proposal

11:00 AM - 12:30 PM
W Nancy B'Day

celebration
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Week View:

e You can see the activities for the week in the Gantt View.

« < > » Today 17 - 23 November, 2019 Day 2Days RG2S Month
Users/Teams Sun 11/17 Mon 11/18 Tue 11/19 Wed 11/20 Thu 11/21 Fri 11/22 Sat 11/23
Jvan Carios -

Mark Carlos
Rene Carlos

Month View:

e You can see the activities for the month in the Gantt View.

€« (< > [ Today 1-30 November, 2019 Day  2Days Week
Users/Teams Mon 11/18 Tue 11/19 Wed 11/20 Thu 11/21 Fri11/22 Sat 11/23  Sun11/24 Mon 11/25 Tue 11/26 W«

Juan Carlos PN 09:30 AM . Will | 10:00 AM &5 Agr| 10:00 AM & Pro| 01:00 PM /# Req|02:50 PM 2 Revi 12:00 AM £ App
10:00 AM &= Acc| 11:00 AM ® Nar| 01:00PM & (B¢ 12:00 AM £ Tec!
02:00 PM £ Tedi| 03:10 PM &= Tedl

Mark Carlos 10:00 AM . Disc|

—
Rene Carlos 09:30 AM 3123
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Timeline View

e This view provides you a Timeline view of the calendar in which you can view the simple sequential
overview of the calendar- separated by day and the selection of the Users/Teams & Facility/Equipment
in Resource Calendar and Accounts, Contacts in Customer Calendar.

e |n addition, you can view the calendar in Timeline View as per the Day, Week or Month format.
Day View:

e You can see the activities for the day in the Timeline view.

& < > > Today November 29, 2019 Day 2 Days Week Month
Accounts 12am  1am 2am 3am 4am 5am 6am Jam 8am 9am 1
Fourth Coffee = =
Litware, Inc.

Adventure Works
Fabrikam, Inc. S
Blue Yonder Airlines B Sending Promotional Mails
City Power & Light
Contoso Pharmaceuticals k
Alpine Ski House
A. Datum Corpoeration
Coho Winery - N =
Day Span View
e You can view the calendar as per the configured number of days from Default Configurations in Day
Span View.
« < > > Today Nov 26, 2019 Day 2 Days Week Month
Mon 11/26
Contacts
12am 1am 2am 3am 4am S5am Gam 7Jam 8am S9am 10am
Jim Glynn = =

B Appointment with Client For Product Discussio

Maria Campbell

G ign Mails
Nancy Anderson & B Campaign Mai

Patrick Sands

B Schedule a maintenance appointment

Paul Cannon
Rene Valdes
Robert Lyon
Scott Konersmann

Sidney Higa iy ,
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Week View:

e You can see the activities for the week in the Timeline view.

« < > > Today Nov 26 - 30, 2019 Day 2 Days oe Month

Wed 11/28 Thu 11/29

6pm 7pm 8pm 9pm 10pm 1ipm 12am 1am 2am 3am 4am 5am 6am

Kevin Peterson &= Creating FSD B2 Meeting with Client

. Call With Client

Users/Teams

B4 Discuss high level plans for future collaboration

= Sending Promotional Mails

- “

Month View:

e You can see the activities for the month in the Timeline view.

« < > > Today 1-30 November, 2019 Day 2 Days Week

Wed 28/11 Thu 29/11
12am 3am 6am 9am 12pm 3pm 6pm 9pm 12am 3am 6am 9am 12pm

- = = S 2 w
Kevin Peterson & Creating FSD B Meeting with Client

B4 Discuss high level plans for future collaboration L Call With Client

= Creating Proposal Document = Sending Promotional Mails

Users/Teams

W Greetings to dien
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Agenda View

e Thisview provides you an Agenda view of the calendar in which you can view a sequential list view with
grouping options for other resources like accounts, contacts, facilities/equipment or users/teams or by
date as per the requirements.

e In addition, you can view the calendar in Timeline View as per the Day, Week or Month format.

Day View:

e You can see the activities for the day in the agenda view.

&« < > » Today November 28,2019 Day 2 Days Week Month

Wednesday
12:00am - 12:00am  ® Nancy Anderson: Creating FSD
12:00am - 12:00am @ Sidney Higa: Discuss high level plans for future collaboration

4:00am - 10:00am ® Paul Cannon: Greetings to client

Day Span View:

e You can view the calendar as per the configured number of days from Default Configurations in Agenda
View.

« < > » Today 15 - 19 November, 2019 Day Week Maonth

MNovember 15, 2019

2:00pm - 2:20pm ® Juan Carlos: Sponsor has a buying vision (sample)
MNovember 18, 2019

9:00am - 9:30am ® Mark Carlos: Test Demo

9:00am - %:30am ® Rene Carlos: 4Te

9:30am - 10:00am ® Mark Carlos: 123

2:50pm - 3:20pm ® Juan Carlos: Review Lead

MNovember 19, 2019

10:00am - 10:30am @ Juan Carlos: Discuss new opportunity (sample)

2:00pm - 4:00pm ® Juan Carlos: Tech Review
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Week View:

You can also see the activities for the week in the agenda view.

« < >

Meonday

9:30am - 10:30am

10:00am - 10:30am

2:00pm - 4:00pm
Tuesday

9:00am - 9:30am
9:00am - 9:30am
9:30am - 10:00am

Wednesday

10:00am - 10:30pm

Thursday
1:00pm - 3:00pm
1:00pm - 2:00pm
Friday

2:50pm - 3:20pm

»

Today 17 - 23 November, 2019

Juan Carlos: Will be ordering soon {(sample)
Juan Carlos: Access to power negotiated (sample)

Juan Carlos: Tech Review

Mark Carlos: Test Demo

Rene Carlos: 4Te

Mark Carlos: 123

Juan Carlos: Proposal Issue, Decision Due (sample)

Juan Carlos: Requirement Together

Juan Carlos: Product Release meeting

Juan Carlos: Review Lead

Day

November 18, 2019

November 19, 2019

November 20, 2019

November 21, 2019

November 22, 2019

Month View:
e You can also see the activities for the month in the agenda view.

« < > Today 1- 30 November, 2019 Day ©5Days Week
November 5, 2019 Tuesday
10:00am - 1:00pm ® Maria Campbell (sample): List of upcoming Technical Events
November 15, 2019 Friday
10:00pm - 10:30pm @ Maria Campbell (sample): Pain admitted by sponsor (sample)
November 19, 2019 Tuesday
11:00am - 12:30pm @ Nancy Anderson (sample): Nancy B'Day celebration
November 28, 2019 Thursday
10:00am - 11:00am  ® Maria Campbell (sample): Price Proposal
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Un-installation Steps

e To uninstall the Solution, go to Settings - > Solutions.

e Check on the Plug-In Name and click on ‘Delete’.

Dynamics 365 + | Settings v | Solutions

All Solutions ~
P [X2 SR BT 2B B & | voeaons-

Mame Display Name Version Installed On - | Package T..| Publisher

Calendar36s Calendar 365 5.1.0.0 11/14/2019 Managed Appletty

e Click on ‘OK’ to Delete and uninstall the solution from CRM.

Uninstall Solution X

Do you want to delete this Solution? You can't undo this action.

You are deleting a managed solution. The solution and all of its components, including data in
the components, will be deleted, This action cannot be undone, This solution might take several
minutes to uninstall. You cannot cancel the uninstallation after it starts. Do you want to continue?

0] 4 Cancel
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Contact Us

We simplify your business, offer unique business solution in digital web and IT landscapes.

Live Chat
e Getinstant support with our Live Chat.
e \Visit our product page at:

https://www.appjetty.com/dynamicscrm-
all-in-one-calendar.htmand click on the Live

Chat button for instant support.

Customization:

E

AAA,
b

Tickets

Raise tickets for your specific question!

Send an email to support@appjetty.com or

you can login to my account
www.appjetty.com and click on My Support

Tickets on your account dashboard, to get
answers to your specific questions.

If you would like to customize or discuss about additional feature for Calendar 365, please write to

sales@appjetty.com
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