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Calendar Navigation

View Navigation Buttons Currently Selected View Calendar Navigation Butto
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Right Navigation

The left navigation button will take you to the previous

January 2012 E E

3l

day, week, or month depending on what view you are ir
January - 2012

ql

1 The right navigation button will take you to the next day Sun Mon Tue Wed Thu Fri Sat
week, or month depending on what view you are in. 11 2 3 a4 s & 7
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Calendar Views

Month View:

Month Expander Button / View This Day Button
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Vertical Scrollbar

1 Month expander button will appear on the bottom right corner of each day in the week wthere are more appointments than the month view will
display. Clicking this will either expand or collapse the week to show or hide all the appointments.
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1 The vertical scrollbar can be used to navigate to the days not visible within your view. As a default the Month View stayss 45



Week View:

All Day Area Vertical Scrollbar

26 Thursday

Conference in Seattle

10:00 AM

Email New Staff Policy

11:00 AM

Staff Meeting

12:00 PM

Customer Follow... [7| [] | Staff Meeting [EIQ} Product Request (X
Return Customer Call 5

1:00 PM

9 The allday area is located along the top of the week view. This will display any appointwiggres the duration is longer than 24 hours.
1 The vertical scrollbar can be used to navigate through the hours of the day. This is determined by your set working hoetinaadlot height.



Day View:

All Day Area Vertical Scrollbar
m Weelk Month Timeline 24 January >\ E’ El
Subject: ~ Vacation Time

NI=

10:00 AM i Ll
Appointment

A

1:00 AM

7| %| | Subject:  Staff Meeting k|
Call - Qutbound Tye:  [Mieenan S
Diision:  Development r
Location: Beoardroom
Start: 01/24/2012 11:30 AM
I End: 01/24/2012 1:00 PM
2:00 PM

1:00 PM

i The allday area is located along the top dietday view. This will display any appointments where the duration is longer than 24 hours.
1 The vertical scrollbar can be used to navigate through the hours of the day. This is determined by your set working hoetinaadlot height.



Timeline Viev:

All Day Area
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Discuss New Timeline B I Return Customer Call [#][x] Follow Up Customer Call
Inform Staff of New Policy #59693 ¢
[ x| %] x|
%]

Product Order Request

Email Staff New Phone List

Horizontal Scrollba-u/>

1 The allday area is located along the top of thimeline view. This will display any appointments where the duration is longer than 24 hours.
1 The horizontakcrollbar can be used to navigate through the hours of the day. This is determined by your set working hours and theht@igislo



Appointments in Month,Week, Timeline View:

Standard Appointment:

Appointment Subject Edit Button

Appointment Type Colos——2 BtEEIS S Delete Button
Appointment Organizer Color / Appointment Type Color / Appointment DiviS@ar Depending on what Tab is selected in the Calendar Filter

Completed Appointment:

I Product Order Request |j| @
1 Completed Appointments will have a Whiiackground and Grey font color Completed Appointment Icon
Appointments in Day View:
Data Labels Data Content
Subject: Product Request B

Type: Call - Inbound
Division: Bl

Regarding: Account &
Attendees: Don Statham;
Location: Sales Department

Start: 01/25/2012 11:30 AM
End: 01/25/2012 12:20 PM

-
Subject: Product Request I:m

Type: Call - Inbound
Division: EEEIEE

Regarding: Account &
Attendees: Don Statham;
Location: Sales Department
Start: 01/25/2012 11:30 AM
End: 0172572012 12:20 PM




Adding Appointments:

Month View:

. )
‘ Discuss New Options [ £]

9 Double Clicking on a Day will open a new appointment form
1 The new appointment form will have a start time near the current time and a duration equal to your set time slot length

Week View, Day View:

9:00 AM

%

1 Double Clicking on a Time Slot will open a new appointment form.
1 The new appointment form will have a start time equal to the current time slot start and a duration equal to your sebtiteagth

Timeline View:

oo am |

[

1 Double Clicking on a Time Slot will open a new appointment form.
1 The new appointment form will have a start time equal to the current time slot start and a duration equal to your sebtiteagth



Editing Appointments:

e B

| Edit

91 Double Clicking the appointmewill open up the edit form
9 Clicking the edit icon will open up the edit form

Deleting Appointments:

- Update Documentation

E X

Delete

9 Clicking on the delete icon will prompt you before continuing with the delete:
Delete item

X

Are you sure you want to delete
this appointment?

oK | | Cancel

k
A Clicking OK will delete the current appointment
A Clicking Cancel will dwthing with the current appointment



Drag and Drop Appointments:

i Todrag and drop an appointment for rescheduling you Faftclick on an appointment and hold down theft mouse button.
1 You can then drag the appointment (Using the Drag¥fisgal Cue) to move the appointment to your desired location.
9 Letting go of the lefmouse button will drop the appointment at the newly selected location.

Month View:
Appointment Start Time Currently Selected Drop Aae
1:00 AM
Out of Office
I Project #4392 TeEting Sales Target Rundown B
3 9 Project #4392 Testing
11:30 AH_[ 7 v
/
Appointment End Time Dragging Visual Cue

1 Drag and Drop in month view will change the start and end date, but not the start and end time.
Day View, Week View, Timeline View:

AppointmentStat Time Currently Selected Drop Area
/

A

Attendees: Chns Van Dulken; Cody Shiloff: farmmen Hennessey; Don Statham; Jason Schmidt; Justin

Location: R&D Dept. 4
m % Project £4392 Testing 1:10 PM
C—
Dragging Visual Cue Appointment End Time

1 Dragging and Dropping in Day and Timeline view will change the start time and end time of the appointment.
1 Dragging and Dropping in Week View will change the stareaddime as well as the day if you drop the appointment outside its
current day



Resize Appointments:

i To resize an appointment you go to the outside edge (Depending anvimu) and hold down your lefiouse button when you see the Resize Cursor.

I Then yowan drag your mouse in the desired direction to increase or decrease the duration of an appoiretieny go of the left mouse button will
commit the changes

Month View, Timeline View

Resize Cursor

Appointment Start Time ’ Current Appointmentdauration A

\
0oy o7

10:30 AM ./

- 11:00 AM

R

Appointment End Time

Appointments in Month Vievand Timeline Viewan be resized to the left or the right.
In Month View:Resizing to the right will alter thend dayof the appointment.

In Month View:Resizing to theefft will alterthe start dayof the appointment.

In Timeline View: Resizing to the right will alter gérel timeof the appointment.

In Timeline View: Resizing to the left will altkee start timeof the appointment.
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DayView, Week View:

Appointment

Appointment Start Time Resize Cursor

Appointment

1:40 PM

d

o
gt
—

. -
Resize Cursor

1 Appointments in Week and Day View can be resized up or down.

1 Resizing up will alter the start time of the appointment.
1 Resizing down will alter the end time of the appointment.

Appointment End Time



Appointment ToolTip:

1 Byhovering your cursor over any appointment a tooltip will popup showing the most relevant information.

: %
g Subject(Organizer Background Color)

——

PF : Appointment Type

Regarding: Account A — . . .
) : \ Division

Donec pede justo, fringilla vel,

aliguet nec, vulputate eget, arcu. In \ .
emim justo, rhoncus ut, imperdiet Regarding
a, venenatis vitae, justo. Nullam S
dictum felis eu pede mollis pretium. Description(Will display a small portion of the deription)
Integer tincidunt. Cras dapibus.
Vivamus elementum semper nisi.

Start and End Information
Aenean vulputate eleifend tellus.
From: Mon, 23 Jan 2012 09:20 AM &= — |_ocation

To: Mon, 23 Jan 2012 11:00 AM
Location: R&D Dept. €= .
Required: Don Statham; €= T Reyuired Attendees

1 The appointment tool tip will only showertaininformation if the appointment has data.
1 Here is an example of a simple tool tip:

A Sales Targef Rundown 7

Sales Target Rundown

Seminar / Workshop

From: Mon, 23 Jan 2012 03:00 PM
To: Mon, 23 Jan 2012 03:45 PM




Appointment Context Menu:

To show an appointments context menu simply right click on an appointment.

The description wikhow in a textbox so that if needed you can copy the text.

The regarding section will show as a clickable link which will open up the edit form for that entity.
The required attendees section will show as clickable links which will open the edit fothaf@ntity.

=A =4 =4 =

Subject: Return Customer Call

Type: Call - Qutbound Reschedule:

Division:  Finance Start: | 1/23/2012 11:40 AM |m|

Regarding: Account A

Attendees: Bill Smith; Don Statham; Complete: | |

Location: Room 120 L

Start:  01/23/2012 11:40 AM Description:

End: 01/23/2012 12:40 PM Donec pede justo, fringilla vel, aliguet nec, vulputate
eget, arcu. In enim justo, rhoncus ut, imperdiet a,

venenatis vitae, justo. Mullam dictum felis eu pede mollis
pretium. Integer tincidunt. Cras dapibus. Vivamus
elementum semper nisi. Aenean vulputate eleifend tellus.
Aenean leo ligula, porttitor eu. -

Regarding:

Account A;

Required Attendees:
Bill Smith; Don Statham;

Reschedule:
Reschedule: 1 F January - 2012 ,
Start: | 1/23/2012 11:40 Anlﬁnj > Sun Mon Tue Wed Thu Fri Sat| 5:00AM  5:30AM - 6:00 AM  6:30 AM q The date picker will have the time
] 1012 3 a4 s s 7 | [OONT TORAR SB0AM B0 A section set to your time slot length
9:00 AM 9:30 AM  10:00 AM 10:30 AM 4 i
208 9 10 11 12 13 144500 AM 11:30 AM 12:00 PM 12:30 PM M If double booklng mlght occur you
3 (15 16 17 18 19 20 21 | 1:00PM 1:30PM  2:00 PM  2:30 PM will be prompted to continue.
f Clickingon the Date Picker Button will show the da | s 22 23 2: 25 [25] 27 25 | 00PN 330PM si00PM 4i30PM  [p— x
. . _ 5:00 PM 5:30 PM 6:00 PM 6:30 PM
and time picker control so that you can reschedule | s 20 30 a1 1 2 5 < sooeM 80 u o Double Booking Wil Occur. Continue?
the appointment. 6 /5 6 7 & 9 10 11| g:0PM 9:30PM 10:00 PM
Close =
Complete:
Complete: | | nfirm %

. . . Do you want to set this action to Completed State?
1 Clicking the Complete checkbox will prompt 9
you to continue. Once an appointment is
completedit cannot be modified. oK




Calendar Toolbar:

Add Nev Appointment View Grid Print View Return to Today
& I o] In - W I Lll‘r\l; “ I
@ y = = U |"|
r .,L)liu E/,/ O = | | Y |z |

View Calendar User Preferences Print List Maximize/Minimize

Add New Appointment Buttoq Clicking on this button this will open up a new appointment form.

View Calendar Buttoq Clickng on this button will show the calendar view.

View Grid Buttorg, Clicking on this button will show the grid view.

User Preferences ButtanClicking on this button will show the user preferences.

Print View Buttorg, Clicking on this button will open thgrint dialog to print your current calendar view.

Print List Buttort, Clicking on this button will open the preview popup where you can then click print to open the print dialog to print yountiaemnt list.

Return to Today Buttog Clickingonthisbugy gAftt G 1S €2dz G2 G4KS OFftSYyRINJI @ASs 6AGK G2RI&Qa

Maximize/Minimize Buttorg Clicking on this button will set the Group Calendar 2012 to full screen mode or set it back to normal mode.



Calendar Filter:

1 The Group Calenddilter is located to the right side of the Group Calendar.
9 The Filter consists of a Catkr Control on the top and a Tab Control on the bottom for Users, Appointment Types, and Divisions.
1 The Calendar Control can be used to navigate the calendar eklettiie Group Calendars built in Calendar Control.
1 The Group Calendar will show appointments where Organizer, Owner, or Required Attendees fields contain whoever is sbketisdrihist.
1 The background color of the appointments will chaageordingly to Organizer Color, Appointment Type Color, or Division Color depending on what tak
is currently selected.
: 1
Group Calendar Filter n
<\Pin / Unpin Button
4 January - 2012 2
Calendar Contrd\ Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 B 7
2 | 8 g1l 12 13 14 Appointment Types Tab
315 16 17 18 19 20 21
4 | 22 23 24 25 26
5 29 30
&

x

Quick Selec

Users Tab\ Divisions Tab
i Users | Type Dvscns/”

o
v

./ DisplayList

:
111111 §




Calendar Filteg Tab Controk Quick Select

9 Clicking on the Quick Select will show a dropdown list of options you can perform.

Users Tab:
T Select Alt Will select all the items in the list.
1 Select Noneg Will deselect all items in the list.
1 Select Inverse Will select any deselected checkboxes and deselect any selected checkboxes.
1 Select Only Me Will select only your name in the user list.

Users Types Divisions

Quick Select |

Select all
Select None %
Select Inverse

Select Only Me

Appointment Types TabDivisions Tab

[

Users | Types | Divisions

Users Types | Divisions '

Quiick Select

Qurick Select

Select all
Select None

Select Inverse

Add Mew Appointment Type

Select all
Select None

Select Inverse

Add Mew Division

Select Al Will select all the items in the list.

Select None Will deselect all items in the list.

Select Inverse Will select any deselectetheckboxes and deselect any selected checkboxes.
Add New Appointment TypeWill open a new appointment type form. (Appointment Type Tab)
Add New Divisiog Will open a new division form. (Division Tab)
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User Preferences:

9 Clicking on the User PreferencEsolbar Button will show the User Preferences Screen with the Calendar Options Tab open.

= |
User Preferences
Calendar Options | Filter Options Toolbar Options '
Default View: | Month &
Time Slot Length: |3-D Minutes &
| | | 1 | | | | |
Time Slot Height: E‘ Ij E‘
| | | 1 | | | | |
Work Day Start: | 5:00 &AM i
Work Day End: | 10:00 PM i
Week View Start Day: | Monday >
Week View Visible Days: 5 Days &
Display Completed Actions:
y Save
2 |

7

Save Buttorg Clicking this will save your changes and return you to the Gateview.



Calendar Options Tab:

| calendar Options | Filter Options | Toolbar Options

Default View: |Month ™

Time Slot Length: |30 Minutes x

Time Slot Height: | 4 3
1 1 | | | | | | | 1

Work Day Start: |5:00 &M i

Work Day End: | 10:00 PM i

Week View Start Day: | Monday ™

Week View Visible Days: 5 Days ™

Display Completed Actions: ||

Default Viewg This will set what view you will first see when the Group Calendar loads.

Time Slot Length This will determine the time slot duration for the Calendar and Time intervals for the Time Picker Controls.
TimeSlot Height; This controls the height of the time slots.

Work Day Start / Work Day Egdhis will set your working hours across the entire MS CRM product.

Week View Start DayThis determines what will be the first visible day in the Group Calendaek Wiew.

Week View Visible DaysThis will determine how many days will be visible in the Group Calendars Week View.

Display Completed ActioresThis will determine if the Group Calendar will display completed actions or not.

=A =4 =4 4 -4 -4 A



Filter Options Tab:

] Calendar Options | Filter Options | Toolbar Options

Default Filter Tab: Users Tab T
Filter Open: |+
Set Checked Users as Required Attendees: | |
Show Deactivated Appointment Types: | |

Show Deactivated Divisions: | |

Default Filter Takg This will set what Tab on the Group Calendar Filter is highlighted when the Group Calendar loads.

Filter Operg, This will determine if the Group Calendar Filter is pinned or not. (Open or Closed)

Set Checked Users as Required AttendeBss means that any users checked in the User List will be automatically set into the required
FGGSYRSSaQ FASER 6KSYy | ySg FLIRAYGYSYylG F2N¥Y Aada 2LISYySRo

Show Deactivated Appointment Typd his means that you will either show or hide any deactivated appointiypes.

Show Deactivated DivisiogsThis means that you will either show or hide any deactivated divisions.



Toolbar Options Tab:

r . 8 |
I Calendar Options | Filter Options  Toolbar Options
Include Notes in Print List: | |
Show Maximize / Minimize Button: |

- |

9 Include Notes in Print LigtThis determines if when you click the toolbars Print List Button whether the appointnuées are included.
T Show Maximize / Minimize ButtanThis determines if the Toolbar Button will show or not.



Grid View:

Editable Fields:

Subject
Location

End Date
Division

Owner
Organizer

= =4 =4 =4 =4 4 -4 =4

Start Date

Appointment Type

Group Calendar Filter |

~ viaw st
r ¥, ‘| (.
[ BE="N —
Drag a column header and drop it here ta group by that column
Subject Ylm:aliun T ‘ Start Date T | End Date T ‘ Appointment Type ‘ Division Owner ‘ Organizer State
.
= “e
=3 | gk here to add new item 2.
. . * - -
> | Mev#Innovations Conference Dalla#px 12/18/2011 11:30 AM | 12/22/2011 12:00PM (@) Information Session () Development @ statham, Don @ statham, Don Scheduled
'y Ze
Develipment Daily Meeting War Roonfe 12/18/2011 11:34 AM  12/18/2011 12:34 PM Meeting @ Development @ van Dulken, Chris @ van Dulken, Chris Completed
L S
.
Developsnent Daily Meeting War Room ’0. 12/19/2011 11:34 AM  12/19/2011 1:34 PM Meeting @ pevelopment @ van Dulken, Chris @ Vvan Dulken, Chris Completed
. . : .
Developnfnt Daily Mesting War Room /20/2011 11:34 AM  12/20/2011 12:34 PM Meeting @ pevelopment @ van Dulken, Chris @ van Dulken, Chris Scheduled
K . iy 4 . .
Developmest Daily Meeting War Room 12/282011 11:34 AM  12/21/2011 12:34 PM Meeting @ pevelopment @ van Dulken, Chris @ van Dulken, Chris Scheduled
. =9
Development®Daily Meeting War Room 12/22!261;‘11:34 AM  12/22/2011 12:34 PM Meeting @ pevelopment @ van Dulken, Chris @ Vvan Dulken, Chris Scheduled
. Ne
Microsoft CloudgComputing Call | My Office 12/22/2011 1590 PM | 12/22/2011 2:00 PM @ call - outbound @rRaD @ statham, Don @ statham, Don Scheduled
¢ *
Sales Forecast % Meeting Room 1 12/23/2011 12:00 &Y | 12/23/2011 12:30 AM () Sales @ Administration @ statham, Don @ statham, Don Scheduled
Recieved Call fromglicrosoft My Office 12/23/2011 7:00 AM  $32/23/2011 7:30 AM Call - Inbound @ pevelopment Hennessey, Darren Hennessey, Darren  Scheduled
. b ?
Development Daily Meting War Room 12/23/2011 11:34 AM 12&5‘2011 12:34 PM Meeting @ pevelopment @ van Dulken, Chris @ Vvan Dulken, Chris Scheduled
. > ; ;
Development Daily Mc%ing War Room 12/24/2011 11:34 AM 12/24/201] 12:34 PM Meeting @ pevelopment @ van Dulken, Chris @ Vvan Dulken, Chris Scheduled
-y =T 3
£y »
. N
. 0.

i

[S“h“/“z.
9 Click to sort Ascending
9 Click again to sort Descending

1 Click again to clear sort

Filter Button



Filtering¢

/| dZNNBy it &
/

Denotes Active Filte\

Subject —

.|

Start Date

A | Location / a7

—% | Click here to add new item
>

Development Daily Meeting

Development Daily Meeting

Development Daily Meeting

Development Daily Mesting

Development Daily Mesting

Development Daily Meeting

Development Daily Meeting

|-

Select AIIJ

¥ Development Daily Meeting
Microsoft Cloud Computing Call
Mew Appointment

Recieved Call from Microsoft
Sales Forecast

Show rows with value that

|
Mew Innovations Conference [

|Is equal to v|
| o)
s J
|Is equal to v|

Filter | Clear Filter |
= P i
S

Filter button will apply fiIter/ /

Clear Filter will remove any filtering on the currently selected filter.

FAEfGSNAY3 2y {dzwaSOi

\ Column with filter applieo/

DNAR FAfGSNBR o0& { dzo 20S8QM3 &I FaybRS F Sif 1GLSY Sy (ia {50 KA Redzf aSSR&
’ Subject T | Location T |Starl Date AT ‘ End Date T ‘AppwntmentType ‘ Division Owner |Clrganimr ‘State

= | Click here to add new item N

> | Development Daily Meeting War Rool 12/20/2011 11:34 AM  12/20/2011 12:34 PM Meeting @ cevelopment @ van Dulken, Chris @ van Dulken, Chris

Development Daily Meeting war Room 2/21/2011 11:34 AM  12/21/2011 12:34 PM Meeting @ Development @ van Dulken, Chris @ van Dulkgpe®hiis Scheduled

| Development Daily Meeting War Room 12/22/2011 12:34 PM Meeting @ oevelopment @ Van Dulken, Chris ulka_n, Chris Scheduled

) | Development Daily Meeting War Room 12/23/2011 12:34 PM Meeting @ cevelopment @ van Dulken, Chris d ._Van Dulken, Chris Scheduled

| Development Daily Meeting War Room 12/24/2011 12:34 PM Meeting @ cevelopment @ van Dulk @ van Dulken, Chris Scheduled

G5S@St 2LIrSyi

51



Group Byg

To group by a column you drag and drop the column header into the top area of the Grid:

Drag a column headar an

Subject — et Tocation T Start Date |

—% | Click here to add new item .
Development Daily Mesting War Room 12/18/2011 11:34 AM
Development Daily Meeting War Room 12/19/2011 11:34 AM

L Development Daily Meeting | War Room (12/20,/2011 11:34 AM J

S—

Ir Subject ar

Location

[ Start Date Wf

= Click here to add new item

4

Dallas TX

4

Meeting Room 1

My Office

L ~ War Room J

You carthen open each group to see the underlying appointments:

‘ Subject T | Location T Start Date T End Date T | Appointment Type Division
— Click her
w Dallasl/
M
TR
__%mr_ oft Cloud Computing Call My Office 12/22/2011 1:30 PM 12/22/2011 2:00 PM @ call - Outbound RED
ﬂl wved Call from Microsoft My Office 12/23/2011 7:00 AM 12/23/2011 7:30 &M Call - Inbound . Development
( A W ?Rﬂum
= Development Daily Meeting War Room 12/18/2011 11:34 AM 12/18/2011 12:34 PM Meeting . Development
0 Development Daily Meeting ‘War Room 12/19/2011 11:34 AM 12/19/2011 1:34 PM Meeting . Development
| Development Daily Meeting War Room 12/20/2011 11:34 AM 12/20/2011 12:34 PM Meeting . Development
| Development Daily Meeting War Room 12/21/2011 11:34 AM 12/21/2011 12:34 PM Meeting . Development
| Development Daily Meeting War Room 12/22/2011 11:34 AM 12/22/2011 12:34 PM Meeting . Development
| Development Daily Meeting War Room 12/23/2011 11:34 AM 12/23/2011 12:34 PM Meeting . Development
i_ Development Daily Meeting War Room 12/24/2011 11:34 AM 12/24/2011 12:34 PM Meeting . Development




Add New Item Rowg

ubject A | Location 5 | Start Date i | End Date A

—F E.)ic:k here to add new item

EY MNew Innovations Conference Dallas TX 12/18/2011 11:30 AM | 12/22/2011 12:00 PM
\ Development Daily Mesting War Room 12/18/2011 11:34 AM 12182011 12:34 PM
‘ Development Daily Meeting War Room 12/19/2011 11:34 AM  12/19/2011 1:34 PM
L d
r | Subject T | Location 7 | Start Date T End Date [ | Appointment Type Division Oowner |0rganizer State e
12/19/2011 12:00 PM 12/19/2011 12:30 PM @ statham, Don @ statham, Don Scheduled
)| Subject: New Appointment

12/19/2011 12:00 PM

12/19/2011 12:30 PM

bS¢ LOGSY gAff KIFEIDBS + RSTFlLdA G adzoaSOG 2F abSg ! LI A Y iivcSsyain for tHe appanSrierit | &
length. The Owner and Organizer will default to the current user.

To Cancel the Add New Item you must hit Escape twice, once wdkus the Subject Column and the next escape will cancel and shut the Add New Item Row.

Hover over row to see Tool Tip

T fSuh;eLt T | Location T |Star! Date T | End Date T |App0intment Type | Division Owner | Organizer State T
3 | Click here to add new item
> | New Innovations Conference Dallas TX 12/18/2011 11:30 AM | 12/22/2011 12:00PM ) Information Session () Development @ statham, Don @ ststham, Don Scheduled
Development Daily Meeting War Room 12/18/2011 11:34 AM  12/18/2011 12:34 PM Meeting ' Development 'Van Dulken, Chris .Van Dulken, Chris Completed
Development Daily Meeting War Room 12/19/2011 11:34 AM  12/19/2011 1:34 PM Meeting @ Development @ van Dulken, Chris @ Van Dulken, Chris Completed
Development Daily Mesting War Room 12/20/2011 11:34 AM  12/20/2011 12:34 PM Meeting @ Development @ van Dulken, Chris @ van Dulken, Chris Scheduled
Development Daily Meeting War Room Subject:  Development Daily Meeting @ van Dulken, Chris @ Van Dulken, Chris Scheduled
b | : Our Daily Devel Meeti
Development Daily Meeting War Room BB oS5 ] .Van Dulken, Chris .Van Dulken, Chris Scheduled
Microsoft Cloud Computing Call | My Office ivision: Development @ statham, Don @ statham, Don Scheduled
b :  Chris Van Dulken; Cody Shiloff; Darren Hennessey; Don Statham; Jason Schmidt;
Sales Forecast Meeting Room War Room @ statham, Don @ statham, Don Scheduled
Recieved Call from Microsoft My Office : 12/20/2011 11:34 AM Hennessey, Darren Hennessey, Darren Scheduled

12/20/2011 12:34 PM

Development Daily Mesting War Room @ van Dulken, Chris @ van Dulken, Chris Scheduled




Selected Row will show Row Details under the currently selected mpw

Subject T ‘ Location T |Starl Date T | End Date T |Appuintment Type ‘ Division Owner |€Irganizer State
| Click here to add new item
> |New Innovations Conference Dallas TX 12/18/2011 11:30 AM | 12/22/2011 12:00 PM | (@ Information Session () Development @ statham, Don @ statham, Don Scheduled
| |cevetopment paily meeting War Room 12/18/2011 11:34 AM  12/18/2011 12:34 PM Meeting @ pevelopment @ van Dulken, Chris @ van Dulken, Chris  Completed
D [oeveisoment aity esing War Room 12/19/2011 11:34 AM  12/15/2011 1:34 PM Meeting @ pevelopment @ Van Dulken, chris @ Van Dulken, Chris ~ Completed
| e | War Room 12/20/2011 11:34 AM | 12/20/2011 12:34 PM Meeting @ cevelopment @ van Dulken, Chris @ van Dulken, Chris  Scheduled

Development Daily Meeting
Meeting
Development
:  Chris Van Dulken; Cody Shiloff; Darren Hennessey; Don Statham; Jason Schmidt;
War Room
12/20/2011 11:34 AM
12/20/2011 12:34 PM

| Development Daily Meeting War Room 12/21/2011 11:34 AM_ 12/21/2011 12:34 PM Meeting @ Development @ Van Dulken, Chris
" 120 = " "

| !{an Dulken, Chris Scheduled|

Notes:
Completed Appointments are not editable and will be represented by the entire row colored grey.

Recurring appointments will have start and end dates disabled for edit and will be editable on the CRM form.

Working with Start Date and End Date
Changing the Start Date will automatically update the End Date. The appointment length is not changed.

To change the length of an appointment you alter the time part of the End Date column.



