Calendar Definitions and Navigation
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The Calendar is designed for scheduling and managing appointments for employees that are flagged as a technician
or salesperson.

When first accessing the calendar from Accounts Receivable > Calendar, the default view displays all employees that
are flagged as technicians and salespersons in the calendar area for the current date.

There are several options for refining what is currently displayed on the calendar, each of which is described below.
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Banner Buttons

On the right side of the Calendar banner are three buttons: Add Appointment, Full Screen, and the Refresh toggle
button.
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e Add Appointment: Click this button to create an appointment for a work order, recurring work order, or a
miscellaneous appointment. Instructions are provided later under the topic Add Appointment.

e Full Screen: This button opens the calendar in a full page making it easier to view.

e Auto Refresh Toggle: With the toggle set to ON, appointments displayed in the calendar will refresh every five
minutes. If this toggle is set to OFF, manually refresh the page.

Header/Footer Buttons

In the header area of Calendar are several buttons and option fields, which control what is displayed within the
calendar.
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e All Events: Appointments are considered to be Events. When selecting this button, all events for all
Technicians and Salespersons will be displayed within the calendar.

e My Events: If selecting My Events, only the events created by the logged in user will be displayed.

e Types: This drop-down list has five choices, All, Miscellaneous, Work Orders, Recurring Work Orders, and
Proposals. If you want to see appointments associated with Work Orders, selecting that option will not display
any other “event types”. You can select only one option from the drop-down list.
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e Technician/Salesperson Selector: When the Calendar is first opened, the list of names displayed in the
columnsiis all technicians and salespersons. The employees are displayed alphabetically by last name, and then
first name. If you only want to see selected employees, click in the selector box. A list of names will be
displayed. Click the box to the left of each employee that you want displayed in the calendar.

If you want to display the employees in a particular order, click in the selector field and check the box to the left of
each employee in the order in which you want them to be displayed from left to right.
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e Refresh: Click to refresh the calendar to display the most current events/appointments.

e PDF: Click to create a .PDF file of the calendar currently displayed.

e Today: When opening the calendar, the default view displays information for the current day. Clicking the left
and right arrows allows you to move forward or backward one day at a time. If you are looking for a specific
date, click the current date displayed to open a calendar for selecting a specific date.
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e Day: The default view displays one day on the calendar.
e Week: Clicking this option changes the view to a week at a time.

Calendar

Boror | Tossy

all day

6:00PM

7-D0PM

8:00PM

By e | senoues

.o (i Sunday, March 27, 2022 - Saturday, April 2, 2022)

———— B Service Call

Bill Tora

Sarvice Call

Emiky Wood

Emily Wood

45722 Chandler Ply
Burglar Alarm - 917,

m + AddAgpointment pofresn (5 mine) (o4 ()

A pefres
£ Refresh

Day m Month | Agenda | Techmicians

Coo

Maon, 3/28

Thu, 3731

(© Show business hours

" mobile test

Petar Fournier

CCTV Installiation - Reside
AB Customer 1

AB Customer 1

100 High Stre=t Dallas, TX
WO: 2558/5883

e Month: Clicking this option changes the view to a month at a time.
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e Agenda & Technicians: Switching to Agenda view displays all events/appointments by date in chronological

order. Toreturn to the regular calendar view, click the Technicians button.
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e Show Business Hours: Click to only display time slots between the hours of 8:00 AM and 5:00 PM.
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To easily identify appointments displayed on the calendar, a color-coding system serves this purpose.

Background Color

e Gray - Appointment for a work order

e Blue - Appointment for a recurring work order

e Gold - Miscellaneous Appointment

Stripe

If there is a colored stripe on the left of the appointment, this indicates the dispatch status.

e Blue - Appointment has been dispatched (technician on the way)
e Green - Technician has arrived on site
e Red - Appointment has been completed
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You can easily reschedule appointments within the same date for the same technician or a different technician.

Toreschedule on the same date, with the calendar in Day view, hold down your left mouse button on the
appointment and drag to the desired location on the calendar and then release the mouse button.

To reschedule to a different date within the same week, with the calendar in Week view, hold down your left mouse
button on the appointment and drag to the desired location on the calendar and then release the mouse button.

To reschedule to a different date within the same month, with the calendar in Month view, hold down your left
mouse button on the appointment and drag to the desired location on the calendar and then release the mouse

button.




