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Introduction

Calendar 365 from Appletty is a calendar solution for Dynamics CRM. This solution by Appletty helps you
to manage your activities. 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.

Pre-requisites

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

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

New changes

As per the latest version of Calendar 365, the following topics are updated or newly added:
» Entity Calendar- Configure the Attributes & Fields to be displayed in the Entity Calendar
» Email option to send Appointment activity creation Email

» Color selection in Resource Scheduling for the Default — User Working Hours
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Calendar Management

Calendar 365

e Navigate to the “Apps” from the Dynamics 365 — custom page and click on the Calendar 365.

Apps

p[kiearch my apps... ]

w Published Apps (18)

Dynamics 365 — custom Calendar 365 Channel Integraticn Fra... Connect

Provides access to the full suite of Manages the events and resources Bring your communication channels Use Conne
capabilities, including administration efficiently and smartly. Keep track of and build immersive experience with menitor co|

Microsoft Dynamics 365
74912021 Appletty Dynamics 365 Dynamics 31

UNIFIED INTERFACE @ UNIFIED INTERFACE

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

e Here, you will get three calendars: Resource Calendar, Customer Calendar, and Entity Calendar.

Dynamics 365 Calendar 365

- X Search by subject v Q u = ?f e Q ¢

{2 Home

® Recent " < July 2021 b « < > > Toda) July 2021 Day 2Days Week w
Su Mo Tu We Th Fr Sa

52 Pinned ~ sun Mon Tue Wed Thu Fri Sat

27 28 29 30 1 2 3

1 2
4 05 6 7 8 o 10 Session [ 1200AM B[ 10:00 AM & New . [ 1200 AM S A ] 12:00 AM & Erai. |
1M 12 13 14 15 16 17

Calendar 365

Ilﬁ Resource Calendar
18 19 20 21 22 23 24 10

4 5 3 7 8 9
Clrziwmey G 25 26 27 28 29 30 31 10:00 AM £ Test Appointment2 12:00 AM &= asd £8 App Jerty o Ourt... || 12:00AM & call se... || 12:00 AM 28 Test A... | 88 meeting with sa... |

5] Entity Calendar 12:45PM & dg 12:00 AM [ Demo... 12:00 AM F ACre...
102 3 4 5 6 7 +2
1 12 13 14 15 16 17
Resources 06:30 AM £ qa 12:00 AM & Take ... [| 12:00 AM £ Busin... [ 12:00 AM £ test 08:00 AM & Chec... [| 12:00 AM £ Test A... | 12:00 AM £ meeti...
UsersiTeams W 12:00 AM £ test 03:00PM  Produ...
Users/Teams 18 19 20 21 22 23 24
12:00 AM £ Tet 001 |[05:24 PM & New record Added 1200 AM & 10 12:00 AM £ AAA
Views
25 26 27 28 29 30 31
Top Down View v -
12:00 AM £ Oppo...
Activities
Task Appointment
service campaten (0530 A & ca .| 1200 At 8 1o 2] 1200 A B8t ] 12:00 At 8 k.. 1200 A £ 1 -] 12:25 M B8 Chck. |
| Y = .
= Activity M Activity 05:25 PM £ New dlient meeting.

Booking Alert

e If you want to manage activities and the records for the Users/Teams, Bookable Resource or
Facilities/Equipment, select “Resource Calendar”, to manage activities for Contacts/Accounts
(clients), select “Customer Calendar”, and to get the Entity records of DynamicsCRM on the
calendar as per entity configuration for the calendar, select Entity Calendar.
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Resource Calendar

“User/Teams”, “Resource Booking” and “Facilities/Equipment” resources can be found in Resource

Calendar.
Resources Resources
Users/Teams ~ Uzers/Teams W
UsersiTeams
Business Units Users/Teams
Bookable Resource
Facilities/Equipment Juan Carlos e
) selectall 4
search ®
(] # AriaPrdMdIExporterFpa | emEiel]
(] #BizQA P Juan Carlos
] # CCADataAnalyticsML | @ Mark Carlos
[C] # CcDSFileStorage | [ | Rene Carlos

If User/Teams option is selected as resource, it displays list of users in multiple selection
dropdown. User/Teams is a user and a member of your organization.

If you have selected the User/Teams as “Resources”, the list will be displayed, and you can
enable/disable the Users/Teams by selection.

If Business Unit option is selected as “Resources”, it displays the business units of the
organization like departments or divisions that have separate products, customers, and
marketing lists.

If Bookable Resource option is selected as “Resources”, it displays list of Bookable Resource in
multiple selection dropdown. A Bookable Resource in Field Service is anything that needs to
be scheduled. Scheduling Board for Field Service & Project Service Automation.

If Facilities/Equipment is selected as “Resources”, it displays list of facility/equipment in
multiple selection dropdown. If the resource is a physical space that needs to be scheduled,
such as a building or room, select Facilities/Equipment.

BIZ/UMP/G1 Public
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e You will get the records on the calendar based on the “Resource” and its records selection.
= h¢ |Adm|nUSErC... v | W‘ Q ™ E = ] ?f -8 ]
{2 Home 7S
@® Recent o < July 2021 > & < > » Today July 2021 Day 3Days Week
Su Mo Tu We Th Fr Sa
57 Pinned W 27 28 20 30 (M 2 3 Sun Mon Tue Wed Thu Fri Sat
27 2 29 3 1 2 3
Colendar 568 t s 0 7 s @

EH Resource Calendar

Customer Calendar

11 12 13 14 15 16 17

18 19 20 21 22 23 24

4 5 6 7 8 9 10
B Entity Calendar 25 26 27 28 29 30 3 10:00 AM £ Test Appointment2 12:00 AM & asd 88 App Jetty to Out... [[ 12:00 AM % call se... [ 12:00 AM @ Test A...
s s 4 s e 7 45 PM (3 dg 12:00 AM &= tr 12:00 AM €3 Demo... 12:00 AM £ AC re...
" 12 13 14 15 16 17
Resources
06:30 AM £ qa 12:00 AM & Take ... || 12:00 AM 8 Busin... || 12:00 AM @tes: || 08:00 AM &5 Chec... | 12:00 AM 3 Test A... [ 12:00 AM 88 meeri...
| Users/Teams v ‘ 12:00 AM £8 rest 03:00 PM £ Produ...
Users/Teams 18 19 20 21 22 23 24
| MicroTeam 01 v ‘ 12:00 AM £ Test a... || 12:00 AM £3 70 12:00 AM £ Test A... | 10:00 AM g New ... |[08:00 AM & New ... || 12:00 AM g3 Take feedback
12:00 AM £2) Tet 001 || 05:24 PM B8 New record Added 12:00 AM & 10 12:00 AM £ AAA
Views 25 26 27 28 29 30 31
| Top Down View v ‘ £8) Take feedback 10:00 AM £ Busin... || 08:00 AM £ Rever... || 08:00 AM £ Rever... | 08:00 AM 2 Rever... | 01:00 PM £ check ...
12:00 AM ® TeaM... [] 12:00 AM £8 Oppo...
Activities
{5 Calendar 365 < Task Fax B 05:30 AM & call <e... [ 12:00 AM P8 Test A [ 12:00 AM &= of 12:00 AM &5 task 0... | 12:00 AM 2 Test A... [ 12:25 PM B8 Check ..
W nhann el W connil
-

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.

Based on Customers selection, activities in the calendar will be displayed.

\Customers
Contacts W
Contacts Select
All selected (2) W
Customers
| Search ®
Contacts W
Seecl
Accounts Jim Glynn {sample)
Mone selected W .
Maria Campbell (sample)
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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.

e You will get the records on the calendar based on the “Resource” and its records selection.

= X B [comaacaen. v wamaes (v Q mpElE oo ®
) Home -

< July 2021 > Today m
© Recent — & < > » oday July 2021 Day 3Days Week

Su Mo Tu We Th Fr sa

Pinned ~
Fd 27 28 29 30 1 2 3 Sun Mon Tue Wed Thu Fri Sat
27 2 2 1 2 3

Calendar 365 4 5 6 7 B8 o 10

E  Resource Calendar

18 19 20 21 22 23 24
Iﬁ Customer Calendar 4 6 7 8 9 10

25 26 27 28 29 30 31 12:00 AM f Test A
EH  Entity Calendar = [12:00 AM £8 Tesc A |

w

1 12 13 14 15 16 17
Customers 12:00 AM &= Take
|C0mam v ‘
Contacts = 18 19 20 21 22 23 24
| Al selectec (50) v

Related Entities

| All selected (5) v ‘ 25 26 27 28 29 30 31
12:00 AM £ Oppo... 08:00 AM £ Rever... || 08:00 AM [ Rever... || 08:00 AM £ Rever...
Views
|Top Down View v ‘ 2 3 4 5 7
12:00 AM (8 Test A... 12:00 AM [ Test A...
Activities ||
(&3 Calendar 365 = Task Eax
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Entity Calendar

e By clicking on the “Entity Calendar”, you will check the entity records on the calendar as you have
configured under the “Entity calendar” from the Calendar setup.

Dynamics 365 Calendar 365

{nt Home
(© Recent v « < > » Today Ju
57 Pinned v sun Mon Tue we

4 5 6 7 o 9 10
Calendar 365

Resource Calendar
18 19 20 21 22 23 24

Customer Calendar 4 5 6
25 26 27 28 29 30 31

l Entity Calendar

. 1 12 13
Entity Calendar
Select v
Filter Select
18 19 20
Mone selected hd

e From the left navigation, by clicking on the “Entity Calendar” dropdown, you will get the list of
Entities that you have configured.

. 2y -
« < > » Toda July 2021
] 2 3 sun Mon Tue Wed Thu
1
4 5 6 7 o 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
4 5 6 7 8
25 26 27 28 29 30 31
. " 12 13 14 15
Entity Calendar /
Select hd
Select
All Opportunities 18 19 20 21 22
Case Calendar
Views
25 26 27 28 29
Top Down View W
Weekends
(® on () Off
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e Once you select the “Entity”, the LookUp Records popup will open to select the CRM records to
display the entity records of those selected CRM records.

Look Up Records
Enter your search criteria.
Account v || O Show Only My Records

Look

in Account Lookup View

Search [

O | Account Name | Email (@]
Account_User1 virti.shah@biztechcs.com
Account_User2
test_5e09f2e6-1093-48c9-3795-d8e387ef36bS5

O A patum vlauriant@adatum.com
4

1- 50 of 99 (0 selected) 4« Page 1

Selected records:

Remove

e After selecting the CRM records, click on the Add button. The selected records will be displayed in
the Filter dropdown. The entity records will be plotted for the selected CRM records on the

calendar.
X Search by Case Title v Q E = Fo = L]
4 July 2021 > & < > » Today July 2021 Day 3Days Week m
Su Mo Tu We Th Fr Sa
27 28 20 30 (1 2 3 sun Mon Tue Wed Thu Fri sat
1 2 3
sos 0 7@ 5w
1 12 13 4 15 16 17
18 19 20 21 22 23 24
4 5 6 7 8 9 10
25 26 27 28 29 30 31
1 2 3 4 5 6 7
- 7 12 13 14 15 16 17
Entity Calendar
Case Calendar
Filter
18 19 20 21 22 23 24
&l selectad (50)
Views
25 26 27 28 29 30 31
799 Do view v
Case Origin [v/]
Phone Email
Web Facebeok
4 Twitter 4 oT
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e After selecting the CRM records, click on the Add button. The selected records will be displayed in
the Filter dropdown. The entity records will be plotted for the selected CRM records on the
calendar.

Related Entities

e On selecting 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
|;"—\CCOIJ nts RV |
Accounts Select
| All selected (2) hd |

Related Entities

| 4 selacted hd

[ select all

Leads

Opportunities

[ 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.

BIZ/UMP/G1 Public
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Owner wise Colorized activity

e If you have enabled the owner wise color option and set the specific color to different owners, the
activities of the different owners will appear on the Calendar based on the Owner’s color.

e On the Calendar, user can see the colorized activities based on the selected color for the specific
owner (users). i.e., the orange color activities belong to the user Milenia Den, the green color
activities belong to the Joseph Den and the blue color activities belong to the Kat Den.

728 29 30 3 ! 2 Sun Maon Tue Wed

29 30 1 2
10:00 AM . Likes ... [ 10:00 AM & Evalu.

Thu Fri
3

Sat

4 5
10:00 AM \. availa... || 02:00 PM . Very li...

|Users!Team; v |
6 7 8 9 10 11 12
JeerarTeams B0 0. | 10000 B ] 1090 A 2 Agee- 1E00AM - Doc | 1230PM T | 1000 A B vl |
O # AriaPrdMdIExporterFpa 13 14 15 16 17 18 19
0 21 22 23 24 25 26

[C] # CDSFileStora|

O
[] # DataLakeStorage

12:00 AM [E) Order... || 10:00 AM ‘. guidel... || £ Machinery Main... || 10:00 AM & Evalu... || 11:00 AM B Machi...

0 7 28 29 30 31
02:00 PM & Spon... 12:00 AM £f) Meeti... 12:00 PM &= Chedkc..
[0 # Dynamics365Athena
M1 # MunamircIfSathana? v
Views B
Top Down View %

e These Color specific activities option helps admin or users to clarify the activities.

Note:

- The user can see different color combinations activities for specific users only under Resource Calendar.

- Once you have selected the Owner Color option, the individual color
of the activities will be disable and the user wise colorized activities will
display on the calendar.

+

v

[C] Power Apps Checker Applic...

J QA Main -
Views
‘ Top Down View v
Activities
Task Fax
Phone Call Email
Letter Appointment
Service Campaign
Activity Activity
Recurring Quick
Appointment Campaign
social Activity girthday

BIZ/UMP/G1 Public
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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.

Tooltip Attribute 0 ‘ 5 selected - ‘

+ Owner “

Details Atribute 0
[_] Owning Business Unit

Title Attribute ﬁ (] Owning Team
Owning U

Start Date 0 L) Owning User

End Dat&@ [ ] Recerd Created On

Requir’edﬁ v Regarding

Tooltip on Calendar

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

Day 2 Days Week

u Fri Sat

Activity Type: Taszk
Due Date: 12/9/2020 10:00 AM

30 3 4 =

Priority: Normal
ty 10:00 PM &= Pain a...

Regarding: Alpine Ski House (sample)
Start Date:12/9/2020 10:00 AM
11 12

10
10:00 AM & Acces... || 10:00 AM & Agree... || 10:00 AM . Discu... 10:00 AM & Evalu...
10:00 AM & Pre-p... 10:00 AM &= Prop...

18 19

15 16 17

14
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Setup for Detail Attribute & Attribute view:

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

Toeltip Attribute 9 ‘ 3 zelected - ‘

Detzils Atribute 9 ‘ 7 zelected - ‘
v 0 “

e Acribure @
(] Owning Business Unit

Start Date @ (] Owning Team

End Datee ] Owning User

Required g

[] Record Created On

+ Regarding

4
§o N

Activity Detail view on Calendar

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

= Task x

Agree to above in Sponsor letter (sam... @ & [ < & @ M

Due Date: 12/9/2020 10:00 AM
Owner: Milenia Den

Priority: Mormal

Regarding: Alpine SkiHouse (sample)
Start Date: 12/9/2020 10:00 AM

MARK AS COMPLETE MARK AS CANCEL
CONVERT TO OPPORTUNITY CONVERT TO CASE

BIZ/UMP/G1 Public
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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 ) o

Appointment Social Activity

Status

Open Completed

Canceled Scheduled

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.

BIZ/UMP/G1 Public
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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
Maormal
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
disappear.

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

() on (e Off

Holidays

B on (e oOff

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.

BIZ/UMP/G1 Public
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sun Mon Tue Wed Thu Fri Sat
1 2

10:00 AM &= Pre-propo... [ Hallo 02:50 PM P} Review Lead
02:00 PM & Sponsor ha...

3 4 5 6 7 8 9
02:50 PM E Review Lead
12 13 14 15 16
(5 Veterans Day 10:00 AM &= Evaluation ... || 10:00 AM % Mailed an i... || 10:00 AM . availability ... || 10:00 AM & Evaluation ... | 10:00 AM X 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 toa... || 10:00 AM & Proposal Is... 02:50 PM [ Review Lead
10:00 AM ‘. Will be ord...
24 25 26 27 28 29 30

12:00 AM B} Appointme... 12:00 AM ® Juan's Birt... || () Thanksgiving Day () Black Friday
10:00 AM &= Asked for ... || 10:00 AM &= Evaluation ...
02:50 PM £ Review Lead

10:00 AM *. Likes our n... || 12:00 PM & Check sale... || 10:00 AM ‘. guidelines f... 02:50 PM £ Review Lead

Note: Holidays will be displayed as per the country selected by the admin from the Calendar 365
Configurations.
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Upcoming Events

e Toview 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

‘ Day

‘ Type 4 Event

‘ Appointment  Technical Disc...

Note: Today's Events

Upcoming Events Upcoming Events

‘Week v ‘ |Month v
Type * Event Type “ Event
Appointment  Technical Disc... Appointment  Technical Disc...
Appointment  Technical Guid... Appointment  Technical Guid...
Fax Fax-John Fax Fax-John
Fax FAXX Fax FAXX
Task Task Task Task

n n 2 Next

Note: 7 days from Today Note: 30 days from Today

Refresh

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

of the calendar.

E]@ﬂlg o

3

Day 2 Days Wesk

Fri

10:47 AM 8 Prod...

Sat
4 5

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

BIZ/UMP/G1

Public

18




USER MANUAL: Calendar 365- “Calendar View & Functionalities”

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 ‘lohr'l‘s Calendar Search by subject ‘ v ‘ Q

< January 2020 > <4 < > > Today

Su Mo Tu We Th Fr Sa

29 30 31 1 2 3 4 sun Mon Tue

oo s s

12 13 14 15 o 17 18

19 20 21 22 23 24 25
5 =]

2 27 2 20 0 3

]

12 13 14

Resources 05:00 PM £ AC Repairi./1} 10:00 AM &= HR manag/1}

Users/Teams A

e Afteryou 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.

e 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 I

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

e Onthe header, the ‘Calendar View name’ will be appeared in left side.
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. ] e You can see the list of Saved Calendars from the drop-
X [B |Marketingfor... v _
down list of Calendar name.
Internal Team view
< Dect Milenia's Cal. e By click on any saved Calendar name, you can check that
Sales Operational Calendar view.
SULCEIY Marketing for Dec,
29 30 1 2 3 4 5
6 o 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 3 1 2
View Saved Calendar list
X [m [seea v Searchbysubject | v | BEl= o cs
‘h | Click on this button to view saved/shared calendars
< June 2021 > « < > » Today June 2021 Day 2Days Week
Su Mo Tu We Th Fr Sa
30 31 1 2 3 4 5 sun Mon Tue wed Thu Fri Sat
30 3 1 2 3 4
LA
13 @ 15 16 17 18 19
20 21 22 23 24 25 26
6 7 8 9 10 "
7 28 29 %0 1 203
4 5 6 7 8 9 10
13 14 15 16 17 18
Resources
‘ Users/Teams ~ |
Users/Teams
20 21 22 23 24 25
| Paulomi Osia v

YA

e Users can access saved calendar views by clicking on right icon that indicates the View

Calendars.

e After you click on that icon, a dialog box opens with dropdown named “Calendar Views” to check

and edit the Calendars from the list.

e Under the Calendar type, the user can check the ‘Saved Calendars’ and ‘Shared Calendars’ by other

users/teams.

e ‘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.

e Based on Calendar Type selection, you get list of calendars.
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Calendar Type:

|_ Saved Calendars
Show | 5 0w | entries
View Name

Internal Team view
Marketing for Dec,
Milenia's Cal.

Sales Operational

Showing 1 to 4 of 4 entries

Calendar Views

Is Default

Mo

Mo

Mo

Mo

Search: |

Action

06000

G000

o] ]a]+
06000

From the Saved Calendars list, you can see the View name with their actions. You can select a default

calendar by pressing + icon.

Calendar Type:
Shared Calendars

Show |5 v | entries

View Name
Caljuan

Caljuan - Agenda View

Caljuan Gantt View

Showing 1 to 3 of 3 entries

Calendar Views

Is Default

Yes

No

No

Search:

Action

&0
o]z la]<]+
0000

For saved 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’).

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

the preview icon.
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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.

Edit & Update Calendar

View Name

Milenia's Cal.

Calendar Views
Calendar Type:

| Saved Calendars

Show | 5 W | entries

Internal Team view

Marketing for Dec,

Sales Operational

Showing 1 to 4 of 4 entries

Search: |
Is Default Action
No o [](a] <]
No o
. ©B00
No <]

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

X|& | Internal Team... ‘

Click on this button to update calendar view ’“
< December ZUZU > <
Su Mo Tu We Th Fr Sa
29 30 1 2 3 4 5
6 ° 8 9 10 11 12
13 14 15 16 17 18 19

M Edit Calendar View b

- *
Calendar view name

Is public

UPDATE

| Internal Team view |

Click on Update button to update the changes made in calendar.
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Share ‘Saved Calendar’ Views

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

Calendar Views

Calendar Type:

‘_ Saved Calendars
Show ‘ 5 W ‘ entries Search: ‘

View Name * Is Default Action

CalJuan Yes a n

Cal.Juan - Agenda View No a dgh

CalJuan Gantt View No E n

Showing 1 to 3 of 3 entries

x

v

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.

<, Share Saved Calendar

-
UserfTeam |

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) M4 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 b
Calendar Type:
| Saved Calendars W |

Saved Calendars

Shared Calendars

Y

View Mame owner Action

123 test Jacob hellon a n
CalendarViewDemo Jacob hellon B n B
Template1 Jacob hellon E D

e When saved calendar is previewed, it enables a button to go back to the current view (previous

view).
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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 a qg
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 ~ |
Show |5 ~ | entries Search: | |
View Name * |5 Default Action

Cal.Juzan Yes B u
Cal.Juan No @ n n
CalJuan - Agenda View No @ u a
Cal.Juan Gantt View No @ u n
Cal.-Mark No @ua
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Share Appointment Activity

e You can also share the appointment with other users (team members) at the same time when you
are creating an Appointment activity.

e You can pre-select CRM records to share the Appointment activity with them when appointment
creates. You can select the Required & Optional records from the activity configuration under the
Calendar Settings to share the Appointment activity.

e Asyou have selected the records, it will be pre-selected during the ‘Appointment’ activity

creation.
4+ Create Activity X
fAREEI | Appointment b | ~
Subject * | |
Regarding | Q |
f“‘” Date | 05/27/2021 12:00 AM i |
-
End Date | 05/28/2021 12:00 AM i |
All Day
Event
Required /
A, Datum O W Trey Research 0
Best o' Sales O W Contoso, Lud [« ]
Q
Contoso Fabrication ©
Contoso Assembly O § Contoso Pharma L] /
Cptional
A, Winery O J A Datum (] -
CREATE

e You can remove the records from Required & Optional as per your requirement if you do not want
to share the appointment with some of the selected records.
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You can add more records into Required & Optional by clicking on the Search icon. You will get the
Lookup Records popup from there you can select other records as per your requirement.

+ Create Activity b S
.
Subject * | Product Demo & AMC explanation |
rasrans | (TR a
f‘ﬂ" Date | 05/27/2021 02:00 PM i |
End Date * | 05/27/2021 04:00 PM i |
All Day ]
Event
Required
A Datum 0 Qg Adventure Works (]
Fabrikam, Inc. O B Lucerne Publishing © Q
m Vincent Lauriant (]
Cptional
Alpine 5ki House O B Blue Yonder Airlines  ©
City Power & Light O § Coho Winery O Q .
CREATE
e

Once the appointment is created, the other user will also get the appointment in their calendar.

If you have enabled the Email option from the Calendar configuration, the Email will be sent to
the Required and Optional attendees that are selected.
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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.

‘Searchbysubject ‘ v ‘ Q 9 @ = - = &

l Click on this button to view list

« < > » Today December 2020 Day 2Days Week

Sun Maon Tue Wed Thu Fri Sat

29 30 1 2 3 4 5
E8 NewAppnti 10:00 AM \. Likes ... || 10:00 AM &= Evalu... 10:00 AM . availa... || 02:00 PM . Veryli...

11 12

6 7 8 9 10
10:00 AM ‘. Discu... || 10:00 AM & Acces... || 10:00 AM &= Agree... || 10:00 AM ‘. Discu... 10:00 AM &= Evalu...
10:00 AM &= Prep... 10:00 AM &= Prop...

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 |Intema\Team... hd ‘ Search by subject | v | Q 9 @ |M0nth V| a= E o8 &

Da

»

y
Week
< December 2020 > csv Copy Excel pdf Print Set Regarding ME rh: |

Su Mo Tu We Th Fr Sa

29 30 1 2 3 4 5 ivi
Select Event Start Date End Date Resource ?Ctl:lty Status Action
6 ° 8 9 10 11 12 P
Pain admitted by sponsor(sa  12/5/2020 10:00  12/5/2020 10:00  Milenia
13 14 15 16 17 18 19 Task o] ®
o mple) PM PM Den i ven @0
0= 28 S h buyi isi 12/28/2020 2:00  12/28/2020 2:30 Mileni
ponsor has a buying vision : : ilenia
Task Open L
27 28 29 30 31 1 2 = (sample) PM PM Den P . u
3 4 5 6 7 8 9 0 Access to power negotiated 12/8/2020 10:00  12/8/2020 10:00  Milenia Task Open a
(sample) AM AM Den p
Resources f . . Hani
O Agree to above in Sponsor let  12/9/202010:00 12/9/202010:00  Milenia Task open n
Users/Teams v ter (sample) AM AM Den
Users/Teams O Proposal Issue, Decision Due 121.‘10;'2020 12{10!2020 Milenia Task Open a
[ # JobsServiceProd . (sample) 10:00 AM 10:00 AM Den
] # PowerQueryOnline Evaluation Plan proposed (sa  12/12/2020 121272020 Milenia Task A ®
U mple) 10:00 AM 10:00 AM Den P . n
[CJ # PowerVirtualAgents
. Evaluation Plan agreed upon ~ 12/2/2020 10:00  12/2/2020 10:00  Milenia
# Productinsights Task Open ®
o € o (sample) AM AM Den P . u
[ #SlAuteCapture
Evaluation plan underway (sa  12/24/2020 12/2412020 Milenia
Task Open ®
[J Joseph Den U mple) 10:00 AM 10:30 AM Den b . n
) Pre-proposal review conduct  12/7/2020 10:00  12/7/2020 10:00  Milenia Tack open n
] Power Apps Checker Applic... ed (sample) AM AM Den

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.
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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.
Set Regarding under Grid View

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

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

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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Resource Scheduler (Manage Working Hours)

e Inthe Calendar365, you can enable the “Resource Scheduler” from the settings and you can schedule
the activity based on the added working hours.

e |If the “Default (User Working Hours)” option is selected, User only can view the working hours on
the Appletty Calendar view based on the default CRM user option.

e But if the “Appletty Scheduler” option is selected, User can add the working hours from Appletty
Calendar and schedule the activity based on the Working Hours. You can also manage the working
hours, break timings and the leave in Calendar365.

Set the Working hours for default CRM users:

e To set and edit the working hours in CRM, navigate to Advanced Settings e-> Security = Users 2>
Select user for which you want to set working hours.

¢ Besides the Username click 22 Dynamics 365 Settings ~ | Security Naurin Turner
on the down arrow Vv and
select Working hours. Common Service
E Teams . Forms Pro surveys Services
[:.. Security Roles a‘.‘ Resource Groups

Field Security Profiles

Work Hours

ElE=

Connections

Audit History

ms

e By clicking on Work Hours, the default calendar of CRM will display with the records of the selected
user if already inserted.

USER ™
Naurin Turner =
Monthly View
setUp = ||°X More Actions =
<+ May 2020 >
Sunday Manday Tuesday ‘Wednesday Thursday Friday Saturday |—G‘
!
26 27 28 29 30 1 2 -
3 4 5 & 7 & 9
10 11 12 13 14 15 16
17 18 1a gl 21 22 23 -
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e Now, by clicking on Set Up option, you can schedule the work on weekly basis or for one day by
selecting the date.

USER ™
Naurin Turner -=

Manthly View

SetUp = | X | More Actions -
[#  Mew Weekly Schedule

@ work schedule for One Day 4 May2020 »

9 Time Off Tuesday Wednesday Thursday Friday Saturday E

26 27 25 2n =7 - = N

3 4 5 6 7 B g

10 1 12 13 14 15 3

17 18 19 20 21 2 EE — <
[GMT+05:30) Chennai, Kolkats, Mumbai, Mew Celhi

* Youcanselectthe Start & End  ISet Work Hours and Service Restrictions ? X

Time including Break. Set the hours this resource can be scheduled for services and any service restrictions that

apply.

e Later, you can also edit and

delete the scheduled work Work Hours ||/ Senvies Resirictions

Select a date

hours. Date 05/16/20
Enter work hours and breaks Show Capacity » >
Type Start End

WorkHours | 8:00 AM 5:00 PM Add Break

Total: 9 hours, Werking: 9 hours, Breaks: 0 minutes

Select the time zone
Time Zone | (GMT+05:30) Chennai, Kolkata, Mumbai, Mew Delhi v |

e Similarly, you can schedule the work for weekly basis by selecting the working days.
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e If you have selected the Default (User working hours) in “Resource Scheduling” option, you will get

the working hours on the Appletty Calendar which is set in CRM default calendar.

Su Mo Tu We Th Fr Sa

26 27 28 29 30 (1 2 Users/Teams Sat 16/5 Sun 17/5
12am 3am | 6am 9am 12pm 3pm | 6pm 9pm 12am 3am 6am 9am 12

3 4 5 ] 7 8 9

10 1 12 13 14 @ 16 Naurin Turner l

17 18 19 20 21 22 23

24 25 26 27 28 29 30

31 1 2 3 4 5 6

Resources
‘ Users/Teams w |

Users/Teams
‘ Maurin Turner hd |
Views
‘ Resource Scheduler ~ |
Availability

Available
B Break

Leave

Status I:‘

v 4 3
Note: You can only view the Working hours which is set in CRM default calendar of the user.
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Add the Working hours in AppJetty Scheduler:

e [f you have selected the AppJletty Scheduler in “Resource Scheduling” option, you can add the working
hours with availability and manage the leaves on the Appletty Calendar.

Resource Scheduling &
Active @ Appletty Scheduler v
Available @ #05ach1 B
Break @ #6f19aa B
Approve Leave @ = #069d11 [ |
Rejected Leave @ = #d02edf [ |
Pending Leave @ = #e2d526

e You will get the Color combinations in the Calendar as per you have set from the Calendar settings.
You can differentiate the availability and manage leaves by the colors.

e First, you need to select the Resource Scheduler in the “Views” option from the right panel.

Resources 10

| Userz/Teams 4 |

Users/Teams

| Hellen Turner N | 17

Views

| Top Down View ' |

24
Top Down View

Gantt View
| Timeline View
Azenda View

Resource Scheduler

31

Status | |
Open |:| Completed
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e By clicking on the Resource Scheduler, you will get the “Availability” options as per Calendar settings.

1| W Dl -—
X select Search by subject v Q E —
Views & < > > Today 13 - 19 June, 2021
Resource Scheduler %
U T Sun 6/13
— sers/Teams
vailability 12am 1am 2am 3am 4am 5am 6am 7am 8am
Avatlable Paulomi Osia
Break
Approve Leave
Rejected Leave
Pending Leave

Setup Schedule

e By selecting the Resource Scheduler, the Calendar with work scheduled records will display if already
inserted else you can add the working hours on the Appletty Calendar.

<+ Set Up Schedule

Avallzbility Mark as available

Recurring

One Da
Type /

StartDate™ | 55 442021

End Date * 06-14-2021

Pzulomi Osia

CREATE

e After selecting the required details for the Working Hours, click on the Create button to setup the
working hours.
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e You can also setup the working hours for the more than one day by selecting the Recurring Type and
selecting the Date Range with time duration.

+ Set Up Schedule

Availability | Mark as available

Recurring | One Day

Type =
One Day
Start Date * Recurring

+* ke
End Date |06_18_2021 1= | ‘ :00 AM G) ‘

| Paulomi Osia A |

CREATE

e From here you can select the Activity:

Marks as Available: Time slot for working hours.
Mark as Break: Time slot for break timings.
Mark as Leave: To create a leave.

e Select Recurring Type for scheduling work for One Day or Weekly/Monthly basis (recurring).
e Select the Starting & Ending Date & Time and select the required Owner.

o After selecting all the details, click on the Create button to add the work schedule.
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e Once you create the working hours, it will display on the calendar as per date & time duration.

4 5 6 7 8 10
Resources

| Users/Teams v |
Users/Teams

| Paulomi Osia hd |
Views

| Resource Scheduler W |

Availability

Available
. Break

. Approve Leave
. Rejected Leave
. Pending Leave

Status I:‘

Open l:‘ Completed
I:‘ Canceled Scheduled

Priority

—

« <

Users/Teams

Paulomi Osia

m

> Today 13-19 June, 2021 Day 2 Days Mo

Mon 6/14
7am 8am 9am 10am 11am 12pm 1pm 2pm 3pm 4pm 5pm 6pm

/_
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Create Activity as per Working Hours

e By clicking on the date & time for scheduling work, the Create Activity popup will appear to select the
details related to schedule.

+ Create Activity

Activity Phone Call

| *
Subject Client'sCall

Regarding Product branding - ... @

Start Date * 06/14/2021 12:00 PM

End Date * 06/14/2021 02:30 PM

Direction Outgoing

Fabrikam, Inc. (-]
Wide World Import.. @

Phone Number

CREATE UPDATE SLOT

e From here, you can again edit the Slot by clicking on Update Slot button if require.

e |n this way, you can schedule the work for the resources(users) based on their availability.
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Manage Leaves

e If the leave is added by the team member (CRM users), it will be approved by the team manager (CRM
users with Dynamics administrator rights).

4+ Set Up Schedule

Availability

Recurring Type

Start Date *

End Date *

Duration

Manager

x
| Mark as lzave e |
| One Day e |
[ 06-16-2021 ] l
[ 06-16-2021 ] l
1 day
| # CCADataAnalyticsML hd |

CREATE

e Once the leave is added by the team member, the manager will also get an Email notification regarding

the leave application.

Resources

‘ Users/Teams

Users/Teams

‘ Paulomi Osia

Views

‘ Resource Scheduler

Availability
. Avallable

. Break
. Approve Leave
Rejected Leave
|| Pending Leave

Status |:|

Open I:‘ Completed
D Canceled Scheduled

Priority

.

« < > »>

Users/Teams
m

Today

1lam 2am 3am

4am

13-19 June, 2021

Tue 6/15

5am 6am

7am

Day

9am

2Days EIW Month

10am 11am 12p

Paulomi Osia gl

e The team member can see the Leave Approval status as per the Leave color combination from the

calendar settings.
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User Leaves

e You will get the Leave requests of your team members (CRM users). From the Calendar header, you

will find the leave icon.

Search by subject ~

a & (=
June 2021

Tue Wed Thu
1

12:00 AM &= Prod...

3 9 10

15 16 17

12:00 AM £ bbu

2 3 4

N e =

Click here to view leave reguests

10:47 AM £23 Prod...

Day 2 Days Week oni]
Fri Sat
5
11 12
18 19

10:47 AM £2 Prod...

e You will get the popup named “User Leaves” with the leave requests of your team members (CRM

users).

fi] User Leaves

User Name *  Start Date End Date Approve/Reject

6/1/2021 12:00 6/2/2021 12:00

Paulomi Osia A A

6/21/2021 12:00  6/22/2021

Paulomi Osia A 12:00 AM

6/15/2021 12:00  6/16/2021

Paulomi Osia AM 12:00 AM

Showing 1 to 3 of 3 entries

e You can Approve/Reject the leaves as per your requirement.
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e When you approve, you will get the approve message on the screen.

v Approved successfully June 2021

Views &« < > » Today 1-30June, 2021
| Resource Scheduler A
U . Tue 1/6
. e sers/leams
Availability 12am 3am 6am 9am 12pm 3pm 6pm 9p

B available
Break

. Approve Leave

. Rejected Leave

Paulomi Osia

Pending Leave

e Your team member will get the Approve status in their Working hours resource.

e But when you reject the leave, you can insert the Reason behind that.

B Reason

Reason to Reject Leave

We hawve urgent meeting on that day!

SUBMIT

e Your team member will get the Reject status in their Working hours resource.

Views clzl>1s K == 1-30June, 2021 Day 2Days Week m

|Resource Scheduler ~ |

Mon 14/6 Tue 15/6 Wed 16/6
Availability Users/Teams
)m  6pm  9pm 12am 3am 6am 9am 12pm 3pm 6pm 9pm 12am 3am
Availabl
=Ereak : poutomiosia e =

. Approve Leave
. Rejected Leave

Pending Leave

Status D

Open |:| Completed
I:‘ Canceled Scheduled

BIZ/UMP/G1 Public 40




USER MANUAL: Calendar 365- “Calendar View & Functionalities”

Multi-language Calendar Labels

e You can see the default CRM labels and Calendar365 captions in different languages based on the
language settings in Personalization Settings from the CRM side and in the Settings from the
Calendar365 side.

| searchbysubject | v | Q AFFICHER LES CALENDRIE... E = o8& &

« < > »> Today mai 2020 journée 2 Days Lasem.. m

lun. mar. mer. jeu. ven. sam. dim.
27 28 29 30 1 2 3

12:00 AM £ 1

4 5 3 ri 8 9 10
11 12 13 14 15 16 17

Note: To display the labels & caption in the same language, you must select the same language on the
CRM side and Calendar365.

=+ Create Activity x
Activity | Appointment v |
Subject * | |
Regarding | Q |
Start Date * | 05/14/2020 12:00 AM ) |
End Date * < mai 2020 > i1 |

Lu Ma Me Je Ve Sa Di .
Required 27 28 29 30 1 2 3 Q |
4 5 & 7 8 9 10 '
Optional 11 12 13 14 @ 16 17 Q |
1 19 20 21 22 23 24 '
Location 25 26 27 28 2% 30 3 |
1 2 3 4 5 & 7
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Dynamic Date formats

e You can manage the formats for Date from the Personalization Settings of the CRM.

+ Create Activity X + Create Activity X
Activity | Appointment A | Activity ‘ Appointment hd ‘
Subject * |’ '| subject * \' '\
Regarding | Q | Regarding | Q |
Start Date ® | 05/16/2020 12:00 AM £ | Start Date * ‘ 16/05/2020 12:00 AM e ‘
End Date * | D5/17/2020 12:00 AM @ | End Date * ‘ 17/05/2020 12:00 AM @ ‘

Format-1 Format-2
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Calendar inside entity record

e You can enable the calendar of the Calendar 365 for an individual CRM entity record. You will get the
activities on the calendar inside the specific entity record from the DynamicsCRM backend side.

e For that you need to configure the Form and the web resources for the entity. You need to follow the
below steps to configure the calendar view inside the individual Entity record details:

o Navigate to the DynamicsCRM Settings = Customizations. You will find the “Customize the
System option” to create & modify the entity components.

Dynamics 365  Settings v  Business Ma Dynamics 365  Settings -~ | Customizations

Customization

Which feature would you like to work with?

£iIi3e @ | Customize the System
) ) ) | ‘ ¢ Create, modify, or delete componentk in your organization. Components include entities, fields, relationsH
Business Customization processes, and others
iness M e izati i
Business Manageme... | m Customizations 04}, Solutions
‘ Create, modify, export, or import a managed or unmanaged solution,
Templates ..; Solutions
Product Catalog Iz Microsoft AppSource Themes
Adjust your organization's colors, Create, change, or delete themes that are used in your organization,
Iy ) L
/’a Service Management Plug-In Trace Log
\\‘ Mobile Cffline Solutions History

Sync Error

o By clicking on ‘Customize the System’, a new browser tab (Power Apps) will open to configure

the components.

Power Apps

5 _' Publish All Customizations
Fil
le

Account
“~ = Forms
Solution Default Solution

85}'Ir‘"t:rn‘at'c:"

'3 Components

System Forms Active Forms v

:|New - )( Delete % Enable Security Roles %Forrr Order - ‘;{I Activate ;;4 Deactivate Mo

Name Form State Form Type 4 State Custon
> | [Deprecated] Dyna.. I I . -
e — ALLouno - viopng ACUvE midin rigngyged ue
4 5 Account
B - . . -
E Sales Insights Active Main Managed True
o Views
Charts . .
E"h ] d O Account Active Main Managed True
= Fields :
(] kevs Account Quick Create - Field S Active Quick Create Managed True
&3 1:N Relationships he : e PR T Enaged -
g:j M:1 Relationships . ick e L ’
ce it ctiv Create anaged rue
2 NiN Relationshi. Account Quick Create Active Quick Create Manage Tru
[543} Messages . o
< Are mary C Activi View F anagea [
(52} Business Rules Account Summary Card Active Quick View F... Managed True

.ﬁ./ Hierarchy Setti... . ) . ) )
[z Dashboards Account Hierarchy Tile Form Active Quick View F.. Managed True

> _&Accc_r: Project Pri...

o Click on the Entity (i.e. Account) 2 ‘Forms’ to configure the record calendar.
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o Insert the Tab as per the layout that you want to be displayed. i.e. One Column. It will add a tab
to the entity form.

HOME INSERT
i [0 O o) OB = & gei™ = =

Three Two One Sub-Grid Spacer Quick Wiew Bing Mavigation Social
Columns Columns  Columns Columns Columng]  Column Form Timeline Maps Lirk Insights

3 Tabs 2 Tabs 1 Tab Caol

o Form headers now default to high density to display more data. Use the new form designer to edit header density. Learn more

A poana Solution: Default Solution

summary = Form: Account
Calendar 365

Project Price Lists
Assets and Locations
Details

Srhedulinn

(i EEeLsne

o Oncethe new tabisinserted in the entity form, double click on the tab, a “Tab Properties” popup
will appear.

Tab Properties

Maodify this tab's properties.

Display Formatting Events

—MName

Specify a8 unigue name.

Frlame |Record Calendar

| apel |calendar 383

Show the label of this tab on the Form
Expand this tab by default

— Visibility
Specify the default visibility of this tab.
Bvisible by default

— Availability

Specify the default availability of this tab on phone.
Brvsilzble on phone

o Insertthe “Name” & “Label” for the form and press OK button.
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o Add “Web Resource” to the form that will display the record calendar inside the tab of the entity

record.

[~ | a

e ==

@ Web Resource

Three Two One Sub-Grid Spacer Quick View Bing Mavigation Social Timer
s Columns  Columns Cnlumns Cﬂlumns Column Farm Timeline Maps Link Insights
Tabs 2 Tabs 1Tab Control

3 %

Solution: Default Solution

Form: Account

cations

o Now, click on the Web Resource (double click), to configure the properties. Select the Web
resource from the Lookup Records. Insert Web resource, Label, Name.

Web Resource Properties
Madify this Web resource's properties.

General Formatting Dependencies

—Web resource

Web resource * ||ﬁ aoc_recordCalendar

— Field Name and Properties

Mame * |WebResource_RecordCalendar

Lzhel * |Record Calendar

':Displa}r abel on the Form

— Visibility

\.-'i:ible by default

Denable for mobile

—'Web Resource Properties

Custom Parameter{data)

W]
:' Pass record object-type code and unigue identifier as

Restrict cross-frame scripting, where supported.

parameters.

o Select aoc_recordCalendar as Web resource.
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o You need to select the Formatting for the Layout to adjust the calendar in the proper format.

Web Resource Properties 7 X
Modify this Web resource's properties.

General Formatting Dependencies

—Layout
Select the number of columns the control occupies:
s s s o
@ne column s e |
e e e
s s s o
Two columns s | o | o
e |
=] =Y ===
Three columns s | o | e
———
[ e e e
e f e f |
Four columns ——1
———
—Row Layout
Select the number of rows the control cccupies,
Number of Rows 40
DAutorraticaIly expand to use available space,
—5Scrolling
Select the scrolling type for the IFRAME. -

o You need to select the Formatting for the Layout to adjust the calendar in the proper format.

Press OK to save the properties.

o Now, navigate to the entity record (account entity), you will find the record calendar there.

{r Home
(D Recent

57 Pinned

My Work
¥ Dashboards

@ Activities

Customers

Accounts

R Contacts

Sales
‘&? Leads
[ Opportunities

,@\ Competitors

Collateral

N

Alpine Ski House $483,000.000.00 6,100
Number of Employees

Account - Account Annual Revenue

Summary | Calendar 365 | Project Price Lists ~ Assets and Locations  Details  Servicing  Files Related

20 21 22 23 24 25 26
27 28 29 30 1 2 3

Views

‘ Top Down View v

. Activities
. =

X | Search by subject ‘ ~ ‘ Q E
< June 2021 >
Su Mo Tu We Th Fr Sa « < > > Today June 2021 Day
330 1 2 3 4 3
Sun Mon Tue Wed Thu Fri
6 7 o 9 10 1 12 20 3 ] 5 3
13 14 15 16 17 18 19

o Youwill get the new tab as you have configured. By clicking on it, you will get the record calendar.

You can check the calendar activities for the individual records.
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Calendar Activities

Create an Activity

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

[ A Ol — =1
>< |SE|ECt7| | Search by subject | v | Q E = E] ?f c Q 'I:"

< June 2021 > « ¢ > > todw June 2021 Day  2Days Wesk
Su Mo Tu We Th Fr Sa
30 31 1 2 3 4 5 Sun Mon Tue Wed Thu Fri Sat

30 3 1 2 3 4 5
e 7os 2
13 ° 15 16 17 18 19
20 21 22 23 24 25 26

3 7 8 9 10 11 12
7w o w12
4 5 6 7 8 9 10
Resources 13 14 15 16 17 18 19
| Users/Teams v ‘
Users/Teams

20 21 22 23 24 25 26
[ paviomiosi v] N
Views
|Top Down View v ‘ 27 28 29 30 -

12:00 AM B b 12:00 AM & ybuyi 10:47 AM £ Prod...
uy ybuyi
Activities
Task Fax A 5 5 7 3 9
Phone Call Email
Letter Appointment
Recurring

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

+ Create Activity X
Activity |T35k W ‘
subject * Fax
Phone Call
) Email
Regarding Letter
Appointment
Start Date * Recurring Appointment
Service Activity
Social Activity
End Date * TT-TE-ZUTY TZ0U AN EH
Priority MNormal 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.

-_— OO

+ Create Activity »
Activity | Task v
subject ® | Technical Analysis & Prod. enhancement |
Regarding | Q |
Start Date * | 06/23/2021 12:00 AM i |
End Date * | 06/24/2021 12:00 AM @ |
Priority |N0rma| M |
Description
Owner ‘ Paulomi Osia v ‘

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.
Lock for | Contact v || O Show Only My Records
Look in f-\ccouth
Campaign
Search Campaign Activity
Case
Contract
| Full § Entitlement | Email O
Entitlement Template
Jim & Invoice someone_j@example.com
Knowledge Article
Marig Knowledge Base Record someone_d@example.com
Lead
Nang| Opportunity someone_c@example.com
| Order
Patrig someone_k@example.com
Quote
Paul Cannon (sample) someone_h@example.com
Rene Valdes (sample) someone_i@example.com
Robert Lyon (sample) someone_g@example.com
7 T o R F R Sepepep— Y PRPE R 7 TR [ ———— >
1-13 of 13 (1 selected) 44 Pagel p

= 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 v ‘
Subject ® | Technical analysis & Product enhancement ‘

Regarding Hi-rod pneumatics ... @ Q ‘

= Selected record can be seen in Regarding edit box.
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4+ Create Activity

Activity | Task

Subject | Technical Analysis & Prod. enhancement

Regarding | Fabrikam, Inc. (<]

Start Date *

| 06/23/2021 12:00 AM

End Date = | 06/24/2021 12:00 AM

Priority

| Normal

Description . ) )
Product-related technical discussion & strategy

| Paulomi Osia

CREATE

=  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.

e 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.

» hd Ol —
>< | select | ‘ Search by subject ‘ v ‘ Q E = ﬁ ?f Fo = &
< June 2021 > &« < > »> Today June 2021 Day 2Days Week
Su Mo Tu We Th Fr Sa
30 31 1 2 3 4 5 Sun Mon Tue Wed Thu Fri Sat
30 3 1 2 3 4 5
A
13 ° 15 16 17 18 19
20 21 22 23 24 25 26
6 7 8 9 10 1" 12
27 % 2 w1 2 3
4 5 6 7 8 9 10
R 13 14 15 16 17 18 19
esources
‘ Users/Teams hd |
Users/Teams
20 21 . 23 24 25 26
| patiom osi v] 0900 AW B Tecr
Views
‘Top Down View v | 27 28 29 30 2
Activities
Task Fax 4 5 “ 7 3 9
phone Call Email
Letter Appointment
Recurring
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All day event for Appointment

e If the user is adding the “Appointment” activity, they will get an option to enable the All Day Event
for displaying the appointment activity whole day.

e ‘Tick’ the checkbox of the All Day

+ Create Activity Event when you are adding the
“Appointment” activity to set the

Activity |’a‘pp°mt"'ﬁ&nt v | appointment activity for all day.

Subject * | Product V1428 Service |

regardng | al

Start Date © | 12/08/2020 11:30 AM ] |

End Date * | 12/08/2020 02:00 PM ] |

All Day Event

Required ‘ Binni Priestland 0 Q ‘

Optional | Q |

Location | As per SMS Instruction |

CREATE

e Every “all day” appointment will be seen in the top of day/week/ day view in the All day slot.

& < > » Today 23 December, 2020 DEVE 2 Days Week Month

Milenia Den

All day 8 Machinery Maintenance

s

gam
Sam

10am
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Create a Custom Activity

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

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

SQ@lﬁl

Day 5Days Week

Task Fax Phone Call Email Letter Appointment
Service Activity Campaign Activity Bookable Resource Bocking
Activity Name % Actions
Quick Campaign ﬂ

Shewing 1 ta 1 of 1 entries

Custom Activity

Recurring Appointment

Previous n Mext

e Now click on ‘New’ button to create a custom activity.

Thereafter, following fields will appear Activity Name

under ‘Custom Activity’ tab: _ )
Quick Campaign
Select required ‘custom’ activity from the

Showing 1 to 1 of 1 entries

drop-down list of Entity.

. Enti Social Activi
Read Only: If you tick the checkbox ‘Read ntity @ ‘ ocial Activity "‘
Only’, no one will be able to edit the Default Color @ #178d1e ]
custom activity except for admin.
Owverwrite Color Eyg ‘ MNone V‘
As you click on Save button, you will get a Tooltip Actribute @ ‘ — . ‘
popup message of activity successfully
added DetailsAt:ributeg ‘ 5 selected - ‘
Title Attributee ‘ Subject - ‘
Email Reminderg () On @ Off
Minutesg ‘ W] ‘
Read Onlye O

Burtons Configuration 0

Mark As Complete

e

(] Convert To Opportunity (] Convert To Case

Mark As Cancel

e Youcan tdit’ and ‘Delete’ the Custom activities you have created.
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Activity Name 4 Actions

Quick Campaign m
Social Activity m

e If the custom activity is not selected as Read Only, any of the users can edit and perform the action
for custom activity.

W Booking Alert x
Introduction to new joinee @ & 0O 2 & @ 1
Due Date: 172472020 12:00 AM
owner: Jhonson Nick
Priority: MNormal
Regarding: Fabrikam, Inc.
Start Date: 1/23/2020 12:00 AM
MARK AS COMPLETE MARK AS CANCEL

e If the custom activity is selected as Read Only, the users cannot edit and perform any action for the
custom activity.

W Booking Alert X

Introduction to new joinee

Due Date: 1/24/2020 12:00 AM
owner: Jhonson Mick
Priority: Mormal

Regarding: Fabrikam, Inc.

Start Date: 1/23/202012:00
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Location selection

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 Uk
Mannheim Cermany

Manali Himachal Pradesh, India

9
Y
§ Manila Metro Manila, Philippines
\4

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 -

Activity ‘Appointment v ‘
Subject * ‘ ‘
Regarding ‘ Q ‘
Start Date * ‘ 12/11/2020 12:00 AM @ ‘
End Date * ‘ 12/12/2020 12:00 AM s ‘
All Day Event ]
Required ‘ Q ‘
Optional ‘ Q ‘
Location ‘ ‘
Attachment +
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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.

Artachment +
E-Ticket _ Eagle Falcon Bus. o
Priority Normal N
Description
Cwner Milenia Den hd
CREATE

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.

& 7 a
12:00 AM Jig Fax to Charline || 10-10 AM & Email To Johny || 10:00 AM & Technical Do...

13

12-00 AM [2] Letter Event 12:00 AM % [ Discussio...

15
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View & Manage Activity

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

7 8 2

10:00 AM &= Evalu...
02:50 PM £ Revie...

14 15 16

10:00 AM . availa... || 02:00 PM % Very ..

02:50 PM £ Revie...

10:00 PM & P=in a...

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

e User can perform multiple actions such as:

= Task x > View Note
> Edit the activit
Excel Data Update @ P 0 <2 & @ @ || y
> Copy activity
Due Date: .
1/16/2020 10:00 AM > Share an activity to other user via
Owner: Jhonsan Nick email
Priority: Normal » Re-assign activity to another user
] or team
Regarding: Alex Simmons
» View activity in CRM
Start Date: 1/16/2020 9:00 AM o
> Delete the activity.

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 For ending 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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View Note

e Click on ‘Note’ Qicon to view and add any notes.

I@f@d&@lﬂ

B Notes x

Title

| Enter a note fitle |

Enter a note

Enter a note

File Name: Choose File | Mo file chosen m

sd
owwbnm
Jhonson Mick - 1/6/2020 2:42 PM

CLOSE

e By clicking on ‘Notes’ icon, you can check the details of added notes for this activity.

e You can attach the file if required.

Note: All the CRM users can check and add notes.
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Edit Activity

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

E

S0 < & @ 1

Activity

Subject *

Regarding

Start Date *

End Date *

Direction

From *

Phone Mumber

(¢ Update Activity

‘ Will be ordering soon (sample)
‘ 05-29-2019 10:00 AM
‘ 05-29-2019 10:30 AM

‘ OQutgoing

‘ Fourth Coffee (sam... @

‘ Litware, Inc. (sample) @

UFPDATE

e On clicking edit icon, it opens activity details in edit view.

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

Eﬁf@d&@m

if required.

[C] Copy Activity X
Activity

Subject * ‘ ServiceAct] |
Service * ‘ Service 01 v |
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 C(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 |f activity is to be shared to other users via email, click on share icon available in the activity detail
pop up.

® & Ole|ts @ @

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

Sales ~ Activities >  Event Details: Weekl... 3>

Dynamics 365 ~

ESEND [ saveE () ATTACH FILE B INSERT TEMPLATE |:§iy INSERT ARTICLE

TT

EMAIL ~

—

Event Details: Weekly Standup ...

Priority Due Status Rea... Owner”
Normal 8 Draft & Cat
Warn
From & CatWarn
Subject Event Details: Weekly Standup meeting
B I U EE E £ IEEE 4. A~ A-| [ Insett Templa
Event Details
Subject: Weekly Standup meeting
Start Date: 7/15/2019 5:59 PM
End Date: 7/153/2019 6:20 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 * alll"icon.
‘ ® & 0 <4de|® @

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

Search ‘ )] |

Users
i) 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

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

‘@f@dh@lﬁl

~ MARK COMPLETE X CLOSETASK = PROCESS ~ S CONVERTTO = X DELETE = EMAILA LINK

TASK ™

Technical analysis & Producten... =
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 Pvt. Ltd.

Duration e

Delete Activity

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

@3@4&@

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

£ 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 o | Q @ E =

£ > > Today December | Regarding Day 2D
Description

sun Mon Tue Wed Thu Fri
3 4

29 3C 1 2
E2) NewAppnt1 10:00 AM % Likes ... || 10:00 AM & Evalu... 10:00 AM ‘. availa...
12:00 PM ‘. Likes ...

6 7 8 9 10
10:00 AM . Discu... || 10:00 AM & Acces... || 10:00 AM &= Agree... || 10:00 AM . Discu...
10:00 AM &= Pre-p... 10:00 AM & Prop...

e It will display only those activities that full fill search criteria based on selection of Search options.
Search For Entity Records

e You can search the entity records as you have enabled from the entity configuration in the “Search
By Attribute” option.

= x Search by Case Num | W | Q |
{2 Home < Number]
(5 Recent A < July 2021 > « < > > Today July 2021

Su Mo Tu We Th Fr Sa Description
E B Y2 o8 2 30 (10 2 3 sun Mon Tue wed Thu

2 28 28 30 1
4 5 6 7 8 10
Calendar 365 o 08:00 AM W Dysfu...

1m 12 13 14 15 16 17

Resource Calendar
18 19 20 21 22 23 24

Customer Calendar 4 5 6 7 8
25 26 27 28 29 30 31

l Entity Calendar
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Activity Summary (Workload)

e If you have enabled the Workload Report from the Calendar settings, only then you will get this
‘Report’ icon. By clicking on it, you can get the activities for the specific filter.

N
subject V|QEEE ﬁ]@ﬂg ﬁ
Click on this E-Jt'tc:n to view activity surnmary

May 2021 Day 2Days Week W

Wed Thu Fri Sat

5 b 7 8

12-00 AM 18 new ... [[ 12:00 AM = ads 12:00 AM = 2
12:00 AM £2 olol

e You will redirect to the new Webpage named “Activity Workload”. You can filter & search the
activities as per the Date selection & User/Team selection.

as Activity WorkLoad - Google Chrome - DS

B pEprTRyposs Cr e Synemecs com, % TEA ) TURT T TIO0ON0 T LT T et ma gos s M

Activity Summary

From: To: Activity Status:

28-03-2021 2 28-03-2021 All selected (4) A

User/Team:

Paulomi Osia -

Activty Type Activity Count Activity Duration
[+ Task
4] Appointment
(+] Email

Showing 1 to 3 of 3 entries

e By default, you will get the listing of the records based on the “Activity Type” as per the current day
(date). You can select the following filter options:

o From —To: It’s a date range, you can get the activity records between the date selection.
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o Activity Status: Filter the activities based on its Status: Open, Completed, Cancelled,
Scheduled & All.

o User/Team: Select the required team members (user/team) to check their activities as well if
any.

o Filter: Click on the Filter icon to get the activity results as per the selected details.

o Refresh: Reset the filter selection. By clicking on the ‘Reset’ icon, the activity records will
disappear, and the current date activity records will be listed.

o Activity Type: You will get the activities under the Activity Type. By clicking on the ‘+’ icon, you
will get the activity records.

o Activity Count: You will get the total count how many activity records for that Activity Type.

o Activity Duration: You will get the total Duration (Hrs) of all the activity records for its type.

e Here the filter options are selected for the specific date range. By clicking on the Filter icon, you will
get the activity records in under the Activity Type.

Activity Summary

From: To: Activity Status:

21-05-2021 = 28-05-2021 All selected (4)

User/Team:

sobcea v

Activity Count Activity Duration
Task 33.916666666666664 Hr
Phone Call 24 Hr

Letter 24 Hr

Appointment 51 Hr

Email 48 Hr

Showing 1 to 5 of 5 entries

e By clicking on the ‘4" icon, you will get the activity records as per the Activity Type.
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From: To: Activity Status:
21-05-2021 i 28-05-2021 =] All selected (4) v
User/Team:

Paulomi Osia A

Search:
Activty Type Activity Count Activity Duration
° Task 4 33.916666666666664 Hr
Search:
Activity Name * Status Regarding Start Time End Time Activity Duration Action
5/27/2021 12:00 7.416666666666667
task 1 Open 30 Printers 5/26/2021 4:35 PM ®
A Hr
Abraham 5/25/2021 12:00 5/26/2021 12:00
task:001 Q) 24 H
- pen McCormick AM AM ' °©
Task:01 Open - SI27/2021 9:00 PM gj’;?f2021 1050 1.5 Hr ®
ir Open - 5/28/2021 5:00 PM 5/28/2021 6:00 PM 1Hr ®
Showing 1 to 4 of 4 entries o
[+] Phone Call 1 24 Hr
[+] Letter 1 24 Hr

e You can see all the activities with some details in the gird view. You can check the activity details by
clicking on the ‘view’ icon.
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Recurring Appointment

. X
* Create Activity e Tocreate recurring appointment, select activity
type as ‘Recurring Appointment’.
Activity |Recurring Appointment W ‘
Subject *

e After Inserting all the required details. Click on
| Product Analysis ‘

Set Recurrence button to set recurring details.
Regarding | Vincent Lauriant [+ ] Q |

e By clicking on ‘Set Recurrence’ button, the pop-

A. Datum O W Trey Research (] Q up named Set Recurrence will appear.
Adventure Works O Jl Alpine Ski House (]
Blue Yonder Airlines @ il Coho Winery L] Q
Fabrikam, Inc. O Q Lucerne Publishing ©

Location | |

Required

Optional

Set Recurrence

Priority | Narmal v ‘

CREATE
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C' Set Recurrence x

— Appointment Time

Srart | 2:00 PM © |

End | 5:30 PM O] |

— Recurrence Pattern Weekly ¥
Recur Every II' Week(s) On:

[] Sunday [ Monday [] Tuesday [] wednesday

[] Thursday [ | Friday (] Saturday

— Range of Recurrence

Start range | 12-02-2019 53] |

End range ) Mo End Date

® End after Eloccurrences
) Endby | 12-03-2019 g&§

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.

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.
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Resources

‘ Users/Teams A4 ‘
Users/Teams

‘ Juan Carlos A ‘
Views

‘ Top Down View A% ‘

Activities [ |

Task

Phone Call

. Letter

. Service
Activity

Recur_rlng
Appointment

I Fax
B email

Appointment

. Campaign
Activity

B sirthday

sun

10:00 AM ‘. Likes ...

Mon Tue

12:00 PM & Chec..

02:00 PM £ Davel...

8 9 10
15 16 17
22 23 24
29 30 31

Now you can see the recurring activities in the calendar as per Set Recurrence details.

Share Activity

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

#" Create Activity X e While creating the activities in which
multiple resources are selected, the
- | activity will automatically be assigned
Activity |App0|'ntment v | o
: : to the resources and those activities
Subject * | Appointment with Client | will be displayed in their calendar as
'. ) well.
Regarding | Q ‘ In appointment activity, one needs to
. : mention required and optional users
Start Date * | 07-12-2018 12:00 AM L S
o | i | while in case of other activities it
End Date | 07-13-2015 12:00 AM i | appears as from and to.
' ' Note: For activity to be visible in multiple
Required | Q ‘ calendars, users should be selected in the
. . look up record option.
Optional | Q ‘ All the activities can be shared with
: - multiple resources except ‘Task’ Activity.
Location | Client's Place |
g
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Overdue Activities

e You can configure ‘Overdue Activities’ by selecting ‘Yes'.

Overdue Activities @ Yes v

Contact Calendar @ Mo

Overdue activity on Calendar

e |f you have selected Yes for ‘Overdue Activities’ in Backend configuration, the expired activities
will be highlighted with ‘red’ alert A mark.

« < > » Today January 2020

Sun Mon Tue Wed

12:00 AM W Birthday1 11

12:00 AM B Marketin s /1

[
12:00 AM F Update G 21"
—

—

=

=
o I

13 14 15 16
05:00 PM # AC Repair i./1" 10:00 AM &= HR manag... 09:00 AM & Excel Data ...
01:00 PM & Technical a...
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Conflict Management

e On creating all the activities except Custom activity, if scheduling of any 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 16 17

05:59 PM £ Weekl... || 12:00 AN @ ,F Se...

1200 AN @ ,F5e...
L

22 23 24

05:59 PM B8 Weekl...

Note: You get scheduling alerts for all the activities except Custom activity. 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.

Search by subject |V| Q @l E = S' Q 'u'

i Click on this button to view unscheduled activities
hday December 2020 Day 2Days Week

Tue Wed Thu Fri Sat
3 4

30 1 A
10:00 AM *. Likes ... || 10:00 AM &= Evalu... 10:00 AM . availa... || 02:00 PM ‘. Veryli
12:00 PM %, Likes ... 10:00 PM = Pain a

5
7 8 9 10 11 12
10:00 AM & Acces... || 10:00 AM & Agree... | 10:00 AM . Discu... 10:00 AM & Evalu...
10:00 AM & Prop...

14

15 16 17 18 19

26

21 22 23 24 25
| 10:00 AM & el 8 Mochinry M- | 10:00 AM B Evau.. | 11:00 AM 8 Machi

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

e Thislist 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

| 12-01-2020 §| | 12-31-2020 i| Y
Activity Type

|Appointment v | Set Required

Search:

Select Subject Start Date End Date Owner Status
0 Discussion of 12/16/2020 12/17/2020 Milenia Scheduled
. requirement 12:00 AM 12:00 AM Den
- Machinery 12/25/2020 12/25/2020 Milenia

Scheduled
O Replacemeant 11:00 AM 1:00 PM Den
— . 12/30/2020 12/31/2020 Milenia
O Meeting 12:00 AM 12:00 AM Den scheduled

Showing 1 to 3 of 3 entries .
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If activity type is ‘appointment’, it shows all the appointments that don’t have any required
attendees assigned.

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

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

Select the attendee as required and click on Save button.

& Setrequired for appointments X

Required * ‘ Q ‘

SAVE CLOSE

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

activities.

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

To assign 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

Search:

Select Subject Start Date End Date Owner Status

Showing 1 to 1 of 1 entries 1 row selected

Clicking on ‘Set Resource’ button, it will open dialog box to select required resources. Select them
as required and click on Save button.
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¢ Upon saving, resources get assigned & Set resource for service activities b 4
and that activity gets removed from
the list of unscheduled activities.

Resource ™ | Q |

SAVE CLOSE

Print Calendar

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

Search by subject hd | Q @ E = 3 Q 'ﬁ

» Today December 2020 Day 2Days ‘Week

Mon Tue Wed Thu Fri Sat

30 1 & 3 4 5
£8) NewAppnt1 10:00 AM ‘. Likes ... || 10:00 AM = Evalu... 10:00 AM % availa... || 02-00 PM . Very li...
12:00 PM ‘. Likes .. 10:00 PM &= Pain a...

1 12

7 8 9 10
10:00 AM % Discu... || 10:00 AM &= Acces... || 10:00 AM = Agree... || 10:00 AM . Discu.... 10:00 AM &= Evalu...
10:00 AM &= Pre-p... 10:00 AM &= Prop...

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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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.

A Warning

Do you want to complete the activity?

m CLOSE
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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?

m CLOSE

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

Customer Hi-rod pneumatics ... @

Currency * US Dallar [x]

Related Campaign Product launch ca...

Open the new opportunity ® Yes () No

Change the status to completed and -
close the form

Record a closed campaign response () Yes (® No

CONVERT CLOSE

X

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

Case from calendar directly.

13 Convert to Case %X

Customer * Maria Campbell (za... @ Q
a

al
¢’

®
m
L
=
e

Open the new case

Change the status to completed and @ yec () o

close the form
CONVERT CLOSE

Convert Activity to Lead

e Only Email activities can be converted to lead.

t3 Convert to Lead X

First Mame: ‘ James ‘
Last Mame:™ ‘ Steve ‘
Company: ‘ ‘

Email Address: ‘ ‘

Open the new Lead:

CONVERT CLOSE
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End Series

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

% Recurring Appointment X
Review Lead S 0 < & @ 1@
End Time: 111552019 3:20 PM

owner: Juan Carlos

Priority: Mormal

Regarding: Counts Vong (sample)

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

o

e On clicking 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”.

% 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?
® Complets

i1 Cancel

SAVE CLOSE

e |f 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.
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% End Series X

Select when you want the appointment series to end

() 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

) Cancel

SAVE CLOSE

Deactivate Bookable Resource Booking

W Bookable Resource Booking x
e By clicking on Bookable Resource activity, the
Resource A1107 © S0 2 & @ @ details of Bookable Resource will appear.
L e You can Deactivate the Bookable Resource
Duration: 1 hour
Booking by clicking on Deactivate button.
Modified By: Jhonson Nick
Modified On: 1/16/2020 3:07 PM
owner: Jhonson Nick
Project:
Resource: Abraham McCormick
Start Time: 1/16/2020 10:00 AM
Status: Active
Status Reason: Active
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Reminder of Activity:

of the activity set from the backend default configurations.

Motifications

Notifications @ ® On O Off

Minutes @ 15

Event Type:
Event:
Start Date:
End Date:

Resource:

® Reminder

Task

Technical analysis & Product enhancement
11/19/2019 3:10 PM

11/19/2019 8:10 PM

Juan Carlos

You will receive a notification for reminder of the activity before few minutes from the start time

BIZ/UMP/G1

Public

81




USER MANUAL: Calendar 365- “Calendar View & Functionalities”

Calendar Views

e There are multiple views are given in the Calendar 365 to check the activities and as per the
schedule.

Time Slot Duration View

e If you have set the “Minimum” & “Maximum” time slots from the default configuration of Calendar
365, the users will see the working Time slots on the Calendar page.

Minimum Duratinn@ | 08 V|

Maximum Duration @ | 20 V|

e The Time slot duration can only be seen for Days & Weeks. By setting the time slots, you can decide
the availability and working time for any activity.

& < > » Today 12 December, 2020 DEYEN 2 Days Week |Month

Milenia Den

All day

8am .
9am

10am
11am

12pm

Tpm

2pm

3pm

4pm

Spm

6pm

7pm
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e Suppose if any activity added before the time slot or after the time slot, it will allow and display the
time with the activity title .

Search by subject e | Q

& < > > Today 11 December, 2020

Milenia Den

All day

FF a1 ] 07-00 AM - 01-00 PM
&= Technical analysis & Product enhancement

10am

11am

12pm

1pm
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e The individual different Views also provided to check the calendar activities and plan accordingly.

e There are four types of views of Calendar 365

Resources and they are as follows:
| Jsers/Teams v | = Top Down View

Users/Teams " Gantt View

= Agenda View

Top Down View W

Top Down View

Gantt View

Timeline View

Agenda View

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

Day View:

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

Juan Carlos Mark Carlos Rene Carlos
6am -

7am

Sam

09:00 AM - @ 4Te

10:00 AM - 11:30 AM

10am |4 -
S Agree to above in Sponsor letter (sample)

11am 11:00 AM - BM
W Nancy B'Day celebration

12pm
1pm

2pm

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

e Youcan 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 Tue 11/27

12am 12:00 AM - 12:00 AM 12:00 AM - 12:00 AM 12:00 AM - 04:00 AM
% & Campaign Mails B Schedule a maintena B Appointment with
Client For Product
12:30am Discussion

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

1am

1:30am

2am

2:30am

Week Month

.

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
12am 12:00 AM - 12:00 12:00 AM - 12:00 AM 12 = - 12:00 AR12:00 Al 12:00 AM -1
% & Campai [ Signing Agreement

Letter

.

high le' Proposal
plans fiDocumen
future t

collaba

ion

12:30am maintenance

appointment

Tam

1:30am

2am

2:30am

3am

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

e Gantt view 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.
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

- ™ -

&= Creating F5D

Nancy Anderson

Patrick Sands

W Greetings to dient

Paul Cannon
Rene Valdes
Robert Lyon

Scott Konersmann

B8 Discuss high level plans for future collaboration

Sidney Higa - -
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Day Span View:
e You can view the calendar as per the configured Number Of Days from default configurations in
Gantt View.
« < > > 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 - 11200 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 2 Days S 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 Carlos -

Mark Carlos
Rene Carlos

Month View:

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

€« [ ¢ > [ » 1oy 1-30 November, 2019 Day  2Days Week
Users/Teams Mon 11/18  Tue 11/19 Wed 11/20 Thu 11/21 Fri 11/22 Sat11/23  Sun11/24 Mon 11/25 Tue11/26 W«

Juan Carlos PN 05:30 AM . Will | 10:00 AM & Agri 10:00 AM & Proj 01:00 PM # Req|02:50 PM B Revi 12:00 AM 8 App,
10:00 AM &= Acc| 11:00 AM ® Nar 01:00PM & (A€ 12:00 AM # Ted
02:00 PM £ Tect| 03:10 PM &= Tedl

Mark Carlos 10:00 AM ‘. Disc|

E———
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 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 Timeline view.

&« < > » Today November 29, 2019 ' Day 2 Days Week Menth
Accounts 12am  lam 2am 3am 4am 5am 6am TJam 8am 9am 1
Fourth Coffee = =
Litware, Inc.

Adventure Works

Fabrikam, Inc. S

Blue Yonder Airlines & Sending Promotional Mails

City Power & Light

Contoso Pharmaceuticals

Alpine SkiHouse [}

A. Datum Corporation

Coho Winery - 3 .
Day Span View

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

&« < > » Today MNov 26, 2019 Day 2 Days Week Month

Contacts Mon 11/26

12am 1am 2am 3am d4am 5am 6am 7am 8am 9am 10am
Jim Glynn = =
Maria Campbell B3 Appointment with Client For Product Discussio
Nancy Anderson * 6 Campaign Mails

Patrick Sands

B8 Schedule a maintenance appointment

Paul Cannon
Rene Valdes
Robert Lyon
Scott Konersmann

Sidney Higa <l R
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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 Manth

Wed 11/28 Thu 11/29

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

Kevin Peterson &= Creating FSD B Meeting with Client

L. Call With Client

B Sending Promotional Mails

Users/Teams

A Discuss high level plans for future collaboration

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 12Zpm

- . e . ._
Kevin Peterson & Creating F5D B3 Meeting with Client
B4 Discuss high level plans for future collaboration . Call With Client
= Creating Proposal Document B Sending Promotional Mails

Users/Teams

BIZ/UMP/G1 Public 91




USER MANUAL: Calendar 365- “Calendar View & Functionalities”

Agenda View

This view 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.

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

Day View:

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

& < > P> 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:

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 Month

November 15, 2019

2:00pm - 2:30pm ® Juan Carlos: Sponsor has a buying vision (sample)
November 18, 2019

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

9:00am - 9:30am ® Rene Carlos: 4Te

9:30am - 10:00am ® Mark Carlos: 123

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

November 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:

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

« < > » Today 17 - 23 November, 2019
Meonday
9:30am - 10:30am ® Juan Carlos: Will be ordering soon (sample)

10:00am - 10:30am @ Juan Carlos: Access to power negotiated (sample)

2:00pm - 4:00pm ® Juan Carlos: Tech Review
Tuesday

9:00am - 9:30am ® Mark Carlos: Test Demo
9:00am - 9:30am ® Rene Carlos: 4Te

9:30am - 10:00am ® Mark Carlos: 123
Wednesday

10:00am - 10:30pm ® Juan Carlos: Proposal Issue, Decision Due (sample)

Thursday

1:00pm - 3:00pm ® |uan Carlos: Requirement Together
1:00pm - 2:00pm ® Juan Carlos: Product Release meeting
Friday

2:50pm - 3:20pm ® 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 S5Days 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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Resource Scheduler

e “Resource Scheduler” option is only visible if you have enabled from the Settings. You can create
the Work Schedule for the resources (users) and based on the available hours, you can assign the

task.

{ Home

= x | select

Search by subject | ~ | Q E = @ @ c B #

Availabilit;
(5 Recent N vatabiity

. Available
s Pinned ~ W 5reak

. Approve Leave
Calendar 365 W Rejected Leave

Pending Leave
B Resource Calendar

B Customer Calendar Status [ |

Open D Completed
I:‘ Canceled Scheduled

Priority
High
Normal
Low

Weekends

(@ on () Off

Upcoming Events

| Day

Type “ Event

Calendar 365 S

a1 K =5 1-30 June, 2021 ol Clom B

Tue 1/6 Wed 2/6
Users/Ti
12am 3am 6am 9am 12pm 3pm 6pm 9pm 12am 3am 6am 9am 1Zpm 3

Pavion |
] L J
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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:

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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