
 

 

 

 

 

 

 

 

 

 

 

 

 



Calendar View 

                 Toolbar                                                                                                                                                                                                          Collapsed Calendar Filter 

 

Main Calendar View 



 

Calendar Navigation 

 View Navigation Buttons                                                      Currently Selected View                                       Calendar Navigation Buttons 

 

 

  

       Left Navigation                  Right Navigation 

Calendar Navigation 

 ¶ The left navigation button will take you to the previous 
day, week, or month depending on what view you are in. 
 

¶ The right navigation button will take you to the next day, 
week, or month depending on what view you are in. 
 

¶ The Calendar navigation button will open up a calendar for 
you to choose what date to view.  

 
 



Calendar Views 

Month View:            

                                                                                                  Month Expander Button                                                                                         View This Day Button

 

               Vertical Scrollbar  

                   

¶ Month expander button will appear on the bottom right corner of each day in the week where there 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. 

¶ /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ψ±ƛŜǿ ǘƘƛǎ ŘŀȅΩ .ǳǘǘƻƴ ƭƻŎŀǘŜŘ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ŀƴȅ Řŀȅ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ 5ŀȅ ±ƛŜǿ ŦƻǊ that day. 

¶ The vertical scrollbar can be used to navigate to the days not visible within your view. As a default the Month View shows 45 days. 

 

 



 

Week View:  

All Day Area                                                                                                                                                                                                                          Vertical Scrollbar 

 

 

¶ The all-day area is located along the top of the week view.  This will display any appointments where the duration is longer than 24 hours. 

¶ The vertical scrollbar can be used to navigate through the hours of the day. This is determined by your set working hours and the time slot height. 

 



 Day View: 

All Day Area                                                                                                                                                                                                                                 Vertical Scrollbar 

 

 

¶ The all-day area is located along the top of the day view.  This will display any appointments where the duration is longer than 24 hours. 

¶ The vertical scrollbar can be used to navigate through the hours of the day. This is determined by your set working hours and the time slot height. 

 

 



 Timeline View: 

All Day Area 

 

                 Horizontal Scrollbar 

 

¶ The all-day area is located along the top of the timeline view.  This will display any appointments where the duration is longer than 24 hours. 

¶ The horizontal scrollbar can be used to navigate through the hours of the day. This is determined by your set working hours and the time slot height. 

 



Appointments in Month, Week, Timeline View:  

     Standard Appointment: 

                                                                                                   Appointment Subject                                      Edit Button      

                  Appointment Type Color                                 Delete Button 

                            Appointment Organizer Color / Appointment Type Color / Appointment Division Color (Depending on what Tab is selected in the Calendar Filter) 

     Completed Appointment: 

              

¶ Completed Appointments will have a White background and Grey font color                          Completed Appointment Icon 

 

Appointments in Day View:  

        Data Labels                                                             Data Content 

                          

                         



Adding Appointments: 

     Month View: 

                               

¶ Double Clicking on a Day will open a new appointment form. 

¶  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: 

 

¶ Double Clicking on a Time Slot will open a new appointment form. 

¶  The new appointment form will have a start time equal to the current time slot start and a duration equal to your set time slot length 

     Timeline View: 

 

¶ Double Clicking on a Time Slot will open a new appointment form. 

¶  The new appointment form will have a start time equal to the current time slot start and a duration equal to your set time slot length 

 



Editing Appointments: 

 

¶ Double Clicking the appointment will open up the edit form 

¶ Clicking the edit icon will open up the edit form 

Deleting Appointments: 

 

¶ Clicking on the delete icon will prompt you before continuing with the delete: 

 
Á Clicking OK will delete the current appointment 

Á Clicking Cancel will do nothing with the current appointment 

 

 

 

 

 

 

 



Drag and Drop Appointments: 

¶ To drag and drop an appointment for rescheduling you first left click on an appointment and hold down the left mouse button. 

¶ You can then drag the appointment (Using the Dragging Visual Cue) to move the appointment to your desired location. 

¶ Letting go of the left mouse button will drop the appointment at the newly selected location. 

     Month View: 

  Appointment Start Time                              Currently Selected Drop Area 

 

Appointment End Time                                      Dragging Visual Cue 

¶ 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: 

                 Appointment Start Time                                                  Currently Selected Drop Area 

                                       

                                                       Dragging Visual Cue                                                                                                                          Appointment End Time 

¶ Dragging and Dropping in Day and Timeline view will change the start time and end time of the appointment. 

¶ Dragging and Dropping in Week View will change the start and end time as well as the day if you drop the appointment outside its 

current day 



Resize Appointments: 

 

¶ To resize an appointment you go to the outside edge (Depending on your view) and hold down your left mouse button when you see the Resize Cursor. 

¶ Then you can drag your mouse in the desired direction to increase or decrease the duration of an appointment, letting go of the left mouse button will 

commit the changes. 

 

     Month View, Timeline View: 

           Resize Cursor 

                                            Appointment Start Time                                                                         Current Appointment Duration Area 

                

                                                                                                    Appointment End Time 

 

¶ Appointments in Month View and Timeline View can be resized to the left or the right.  

¶ In Month View: Resizing to the right will alter the end day of the appointment. 

¶ In Month View: Resizing to the left will alter the start day of the appointment. 

¶ In Timeline View: Resizing to the right will alter the end time of the appointment. 

¶ In Timeline View: Resizing to the left will alter the start time of the appointment. 



 

 

     Day View, Week View: 

 

 

                   Appointment Start Time                                             Resize Cursor                         Current Appointment Duration Area 

 

                                                            Resize Cursor                                                 Appointment End Time 

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

¶ Resizing up will alter the start time of the appointment. 

¶ Resizing down will alter the end time of the appointment. 

 

 



 

Appointment ToolTip: 

¶ By hovering your cursor over any appointment a tooltip will popup showing the most relevant information.  

 

 
                              Subject (Organizer Background Color) 
                               
                              Appointment Type 
                               
                              Division 
                               
                              Regarding 
                               
                              Description (Will display a small portion of the description) 
                               
                              Start and End Information 
                               
                              Location 
                              
                              Required Attendees 

 

¶ The appointment tool tip will only show certain information if the appointment has data.  

¶ Here is an example of a simple tool tip: 

 

 

 



Appointment Context Menu: 

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

¶ The description will show 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 form for that entity. 

                                                    

     Reschedule: 

                   

 

 

¶ The date picker will have the time 
section set to your time slot length. 

¶ If double booking might occur you 
will be prompted to continue. 

 

¶ Clicking on the Date Picker Button will show the date 
and time picker control so that you can reschedule 
the appointment. 

    Complete: 

                               
¶ Clicking the Complete checkbox will prompt 

you to continue. Once an appointment is 
completed it cannot be modified. 

 
                      



 

Calendar Toolbar:  

            Add New Appointment                   View Grid                          Print View                     Return to Today 

 

                                  View Calendar                         User Preferences                             Print List                     Maximize/Minimize 

 

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

View Calendar Button ς Clicking on this button will show the calendar view. 

View Grid Button ς Clicking on this button will show the grid view. 

User Preferences Button ς Clicking on this button will show the user preferences. 

Print View Button ς Clicking on this button will open the print dialog to print your current calendar view. 

Print List Button ς Clicking on this button will open the preview popup where you can then click print to open the print dialog to print your appointment list. 

Return to Today Button ς Clicking on this buttƻƴ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ŎŀƭŜƴŘŀǊ ǾƛŜǿ ǿƛǘƘ ǘƻŘŀȅΩǎ ŘŀǘŜ ƘƛƎƘƭƛƎƘǘŜŘ ƻǊ ŦƻŎǳǎŜŘΦ 

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

 

 

 

 

 

 



Calendar Filter: 

¶ The Group Calendar Filter is located to the right side of the Group Calendar.  

¶ The Filter consists of a Calendar Control on the top and a Tab Control on the bottom for Users, Appointment Types, and Divisions. 

¶ The Calendar Control can be used to navigate the calendar exactly like the Group Calendars built in Calendar Control. 

¶ The Group Calendar will show appointments where Organizer, Owner, or Required Attendees fields contain whoever is selected in the User List. 

¶ The background color of the appointments will change accordingly to Organizer Color, Appointment Type Color, or Division Color depending on what tab 

is currently selected. 

 
                           
 
                                Calendar Control 
 
 
 
 
 
                                Users Tab 
 
 
 
 
 
 
                                Quick Select  
 
 

 

 
               Pin / Unpin Button 
 
  
 
              Appointment Types Tab 
 
 
 
               Divisions Tab 
 
 
              
 
 
 
 
               Display List  

                                                                                                  



Calendar Filter ς Tab Control ς Quick Select: 

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

 Users Tab: 

¶ Select All ς Will select all the items in the list. 

¶ Select None ς Will deselect all items in the list. 

¶ Select Inverse ς Will select any deselected checkboxes and deselect any selected checkboxes. 

¶ Select Only Me ς Will select only your name in the user list. 

                                                           

  Appointment Types Tab, Divisions Tab: 

                      

¶ Select All ς Will select all the items in the list. 

¶ Select None ς Will deselect all items in the list. 

¶ Select Inverse ς Will select any deselected checkboxes and deselect any selected checkboxes. 

¶ Add New Appointment Type ς Will open a new appointment type form. (Appointment Type Tab) 

¶ Add New Division ς Will open a new division form. (Division Tab) 

 



User Preferences: 

¶ Clicking on the User Preferences Toolbar Button will show the User Preferences Screen with the Calendar Options Tab open. 

 

                                                                                      Save Button ς Clicking this will save your changes and return you to the Calendar View. 



 Calendar Options Tab: 

 

¶ Default View ς This will set what view you will first see when the Group Calendar loads. 

¶ Time Slot Length ς This will determine the time slot duration for the Calendar and Time intervals for the Time Picker Controls. 

¶ Time Slot Height ς This controls the height of the time slots. 

¶ Work Day Start / Work Day End ς This will set your working hours across the entire MS CRM product. 

¶ Week View Start Day ς This determines what will be the first visible day in the Group Calendars Week View. 

¶ Week View Visible Days ς This will determine how many days will be visible in the Group Calendars Week View. 

¶ Display Completed Actions ς This will determine if the Group Calendar will display completed actions or not. 

 

 

 



Filter Options Tab: 

 

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

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

¶ Set Checked Users as Required Attendees ς This means that any users checked in the User List will be automatically set into the required 

ŀǘǘŜƴŘŜŜǎΩ ŦƛŜƭŘ ǿƘŜƴ ŀ ƴŜǿ ŀǇǇƻƛƴǘƳŜƴǘ ŦƻǊƳ ƛǎ ƻǇŜƴŜŘΦ 

¶ Show Deactivated Appointment Type ς This means that you will either show or hide any deactivated appointment types. 

¶ Show Deactivated Divisions ς This means that you will either show or hide any deactivated divisions. 

 

 

 



Toolbar Options Tab: 

 

¶ Include Notes in Print List ς This determines if when you click the toolbars Print List Button whether the appointment notes are included. 

¶ Show Maximize / Minimize Button ς This determines if the Toolbar Button will show or not.  

 

 

 

 

 

 



Grid View:  

Editable Fields: 

¶ Subject 

¶ Location 

¶ Start Date 

¶ End Date 

¶ Appointment Type 

¶ Division 

¶ Owner 

¶ Organizer 

 

                             

¶ Click to sort Ascending                                    Filter Button 

¶ Click again to sort Descending 

¶ Click again to clear sort 

 

 

 

 



Filtering ς 

Denotes Active Filter                                /ǳǊǊŜƴǘƭȅ ŦƛƭǘŜǊƛƴƎ ƻƴ {ǳōƧŜŎǘ ¢ŜȄǘ Ґ ά5ŜǾŜƭƻǇƳŜƴǘ 5ŀƛƭȅ aŜŜǘƛƴƎέ 

 

Filter button will apply filter 

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

DǊƛŘ ŦƛƭǘŜǊŜŘ ōȅ {ǳōƧŜŎǘ Ґ ά5ŜǾŜƭƻǇƳŜƴǘ 5ŀƛƭȅ aŜŜǘƛƴƎέ ŀƴŘ {ǘŀǘŜ Ґ ά{ŎƘŜŘǳƭŜŘέ ς 

 

                                                                              Column with filter applied 



Group By ς 

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

 

 

You can then open each group to see the underlying appointments: 

 



Add New Item Row ς 

 

 

 

Note: 

bŜǿ LǘŜƳ ǿƛƭƭ ƘŀǾŜ ŀ ŘŜŦŀǳƭǘ ǎǳōƧŜŎǘ ƻŦ άbŜǿ !ǇǇƻƛƴǘƳŜƴǘέ ŀǎ ǿŜƭƭ ŀǎ ǘƻŘŀȅǎ 5ŀǘŜ ŦƻǊ {ǘŀǊǘ ŀƴŘ 9ƴŘ ǿƛǘƘ ǘƘŜ ŎƭƻǎŜǎǘ ƘŀƭŦ ƘƻǳǊ time span for the appointment 

length. The Owner and Organizer will default to the current user.  

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

 

Hover over row to see Tool Tip ς 

 

 

 



 

 

Selected Row will show Row Details under the currently selected row ς 

 

                                                                                                                                             

                       Edit          Delete 

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 ς 

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. 

 


