® mscrm-addons.com

GroupCalendar for MS CRM 2013

O
,

4
€

s

GroupCalendar
for MS CRM 2013

Version 6.12, August 2014

User Guide
(How to use GroupCalendar for MS CRM 2013

The content of this document is subject to change without notice.
OMi crosofté and OMi cr os o fdt trad€grRikd of a Mierosoftr éng.i st er e
All other product - and company names mentioned are trademarks of their respectful owners.



User Guide .'f.\‘. mscrm-addons.com

\ Your company for M5-CRM ADD-ONS!

\.l
Table of Contents
1 USER GUIDE. ... et e e e e e e e e e e na s 3
1.1 Why you should use GroUupCalENdar...............eiieiiiiieiiiiie et 3...
2 INTRODUCTION. ...ttt e e e e e e e e e e e e e e e e rn e e e ennn s 3.....
2.1 GroupCalendar VIBWS ......coiuuiiieiiiiiee e iieeee sttt e et e e e sbeeee e s sttt e e s sbeeeessnnneeesssnbneeessnnneeessnnnneeessnnees Bhis
2.2 GroupCalendar OVEIVIEW...........cceieieiei et e eeeeeeee ettt ettt ettt et et et et aeaeaeetesaseseeeaasesssnrsentsrnrnrnrsnnnnnnnnnns 5.
3 HOW TO USE GROUPCANDBAR.......coieeiie ettt e e e e e 6.....
3.1  Resource Management FUNCHONAILY .........uuueeeiiccccecc e e e e e e e e e e e e 6...
I B T {10 [ €] (o1 oL TP TP PRPOTPPRN 1.
TR B B T - 10 ] 1= 1] T [ PO PP PP R OPPPPPRPPPPPPIN 9.....
4 SIDE BAR. ... e nnn s 12
5 MONTH VIEW (OVERVIEW......cuuiiiii e eeeeee e s e e e e e e e e annaan 13
6 WEEK VIEW (LIST) et e e e ettt e e e e e n e e e e e e e e e e e e e 14..
T DAY VIEW (LIST) i eeiieieiiiiae e et e e e et ettt s e e e e e eeeaaa s s e e e e aeeessnn s aeeeennsnnaaeeeneeenes 15..
8 TOPDOWN VIEW (DAY VHW)....ceitiiiiiieeeeeeeieee et eesee e e eeeaaan e e e e e e ees 16
8.1  TOPDOWN VIEW (WEEK VIBW).....itiiiieiitiie ettt ettt ettt ettt et a e s st e e e s et e e e e nnreas 17
O GANTTVIEW. ..t e ettt e et e e e e e e e e eeta e e eeenanaaes 18
9.1  Gantt-View ZoOm FUNCHONAIILY ......ccoiuiiiiiiiiiiie ittt e e 19..
10 TIMELINE VIEW..... ettt et e et e e e ena e e e eeea e eee 21.
11 AGENDA VIEW.. ..ottt et e e e e e e e et e e e e e annes 22..
2 O 1\ 1 o P 24

GroupCalendar for MS CRM 2013 Page?2



User Guide .'f.\‘ mscrm-addons.com

Your company for M5-CRM ADD-ONS!
‘\./‘, pany

1 User Guide

This guide gives detailed explanations of all functionalities provided by GroupCalendar for MS CRM
2013.

If you need to reach us, see the Contact page.

1.1 Why you should use GroupCalendar
GroupCalendar testimonial from one of our customers:

We had a need with our Microsoft CRM implementation to allow efficient scheduling of appointments for
our salespeople byour telesales department. Native CRM calendaring did not give the functionality for
one manager to see a quick, complete view of -a
and found the excellent GroupCalendar. It allows our telesalesapartment to quickly view scheduled
activities of all salespeople so they spend more time creating appointments with revenue generating
leads and less time trying to discover when a salesperson is available.

2 Introduction

GroupCalendar (GC) is an enhancement for Microsoft CRM 2013 that is designed to provide a
comprehensive view of al activities associated with:

a user
a group of users
resources

and resource groups

=a =4 —a -8

With the GroupCalendar users now can view the calendarsof one or several associaed participants
mentioned above, at the same time. So they can check for scheduling conflicts and also can check the
activities for a team scheduling.

GroupCalendar for MS CRM 2013 gives you the ability to view these activities in a day-, week or

month-view. Within these views you can change betweenOverview, Gantt-, or Timeline-, TopDown, or
Agenda View.

GroupCalendar for MS CRM 2013 Page 3
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2.1 GroupCalendar Views

GroupCalendar for MS CRM 2013provides different views:
1 Day View
1 Week View
1 Month View

These views show all activites and appointments within the specific time. Activities and appointments
can simply be opened with a double-click.

9 List View
The List View shows allu s e appothtments and activities, listed chronologically and vertical at
a glance, even when two appointments are scheduled at the same time.

1 Gantt View
The Gantt-view offers Drag & Drop functionalities for activities, even between different users.
This is especially helpful if users want to show the activities of many users.

1 Timeline View
In Timeline-Vi ew, you can see all/l usersd appointments ar
vertical at a glance, even when two appointments are scheduled at the same time.

1 TopDown View
In this view the activities are separated per user to get a plain view d the activities.

1 Agenda View
This view provides aplain overview where users can decide either to have all appointments
and activities grouped by date or resources.

Al Microsoft Dynamics CRM v #% | WORKPLACE v  GroupCalendar

[#] NEW ACTIVITY = =+ NEW RECORD ~ i IMPORT DATA i} ADVANCED FIND

31 Month View « 7 Week View © e Day View @
y
E Overview ject J] List Attendees/Res¢ _ﬂ List wer
= C—‘;.antt. & Gantt i TopDown
% Timeline %] Timeline = Gantt
™ Agenda g TopDown =] Timeline
= Agenda 4 Agenda

GroupCalendar for MS CRM 2013 Page 4
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2.2

GroupCalendar Overview

Change between Day
,Week-, Month - View

[ Select: \

9 auser

3 Month View @ 7 Week View @ ( \—p | Day View @ —» & | Allusers/Resources - (=]
. |
Click on the drop 9 a group of users
Friday, August 1, 2014 Saturday, August 2, 2014 Sunday, August 3, down button to ust 4, 201+ m List ﬂ resources Thursd = GmupC:I‘mdar View Settings >
- . Friday, 8 Aug 2014
Andress st o Lo Lo00 - 1400 select the single oD 1 and resource 10:00 - 14:00 A - A
Meeting with customer Meeting with customer P (o] own Meeting with < ug >
Colar: 2 Colar: 1 VIEWS. (i Top gro_uP_S to see the Colar: 2 Mo| Tu [We[Th[ Fr [ 5a[ syl
= Gantt \  activities. / o R
15:00 - 19:00 15:00 - 19:00 15:00 - 19:00 10:00 - 11:00 15:00 - 19:00
Conference Conference Conference SA unscheduled i H asaras Conference 214|5]6 (7 )8|9|10
Color: 7 Color: 12 Color: 5 [ Timeline Color. 7 33[11]12]13] 14| 15[ 16] 17
( . Y T 15
T T T 1500 - 1900 =1 Agenda Open or close the side bar M[18[19]20 2122 | 23]
Conference LOnIETenoe iAol 35|25|26|27|28|29 (20|31
. — . e [ by clicking on the small =
GroupCalendar provides the possibility to define a APPOINTMENT grey arrow (below the oy
Shows specific color for each scheduled activity. 0752014 09551355 refresh—putton)..Cllck the Extended Select
selected user gie.;g%::: customer Sma” PIn/L.Jn- Pin>-button &% Select Users/Resources
etcé OWNER: Andreas List to fix or unfix the menu. J settings
independent ATTENDEES/RESOURCES: oS Users:
Christian Ternek(User); Car 2 (Facility/Equipment)
from the 10:00 - 14:00 10:00 - 14:00 10:00 - 14:00 All Users/Resources
different Meeting with customer Meeting with customer LOCATION: Meeting with Which activities should be shown: =
. Color: 2 Color: 1 Graz Color: 2
views. o 7] New Activity
2
M Task M
D Fax
€ar2 1000 - 1400 09:55 - 13:55 10:00 - 14:00 ‘l‘. Phone Cal o
Meeting with customer Meeting with customer Meeting with customer one L2 O
Color: 2 Colar: 2 Color: 1 & Email O
Car 3 10:00 - 14:00 10:00 - 14:00 Letter ]
Meeting with customer Meeting with customer [J Appointment |
Color: 1 Color: L Service Activity [}
Meeting R 1 . . . o
eeting Room 15;0:; - 19:00 < (nght-Cth on an appointment to Move the cursor on an Create a new activity and
Conference . . . Py
Color: 12 copy or to delete it. Double-click to activity to get detailed choose the activity type you Options:
COPY ACTIVITY 4— H : : Only attendees:
Meeting Room 2 3¢50 1000 open and to change the content. information . want to display. iy attendees (N
e e, DELETE \_ Only open: O
Color: 7 Color; 7 Color. 7 TopDown activities only |:|
< >

GroupCalendar for MS CRM 2013
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3 How To Use GroupCalendar

To access the GroupCalendar, selecb Wor kpl aceb6

CRM 2013.The first time you will see the activities from today.

dis « M WORKPLACEv My Emails

WORKPLACE

A4 » B WORKPLACE|v | My Emails

QUEUES MY EMAILS GROUPCALENDAR

3.1 Resurce Management Functionality

on the

SERVICE

MY ACTIVITIES

r

i bbon and

Administrator Ad...
Standard

Administrator Ad...
Standard

DASHBOARDS

Start in the Settings area of CRM Systems and go to Business Management and choose

Facilities/Equipment or Resource Groups to get an overview. (See screenshots below)

A4 » MY WORKPLACE~v GroupCalendar

WORKPLACE

A v MY  sErMINGS v | Imports

POWERSEARCH CONFIG BUSINESS MANAGEMENT TEMPLATES

Ay v SETTINGS v B ss Managem...

Business Management

SERVICE

@

PRODUCT CATALOG

)

Administrator Ad...
Standard

Administrator Ad...
Standard

ADMINISTRATION

Administrator Ad..
Sta d

Which fi would you like to work with?
Fiscal Year Settings e Goal Metrics
| Set the start date, template, and display options for the fiscal year and fiscal period —_=: | Define and manage the kinds of goals that your organization tracks.
=== used for tracking sales goals. g—
Business Closures 1 “3 Facilities/Equipment
Create a list of holidays and other times when the business is closed. @ Add facilities and equipment for service scheduling. Modify information about
resources and delete existing resources.
Il Queues : Resource Groups

Create new queues. Medify existing queue information, such as business unit and i Add mew groups and new members to existing groups for service scheduling. Madify
owner, and delste gueues. the group description and delete members from groups or the groups themselves.

GroupCalendar for MS CRM 2013

Page 6

open

d



; 495 | \scrm-addons.com
User Guide .‘\.,' Your company for M5-CRM ADD-ONS!

For more details, click on one of the listed Facilities/Equipment or Resource Groups.
A new Facility/Equipment or Resource Group can be defined by clicking the new button. If you click
save and close and go back to the Group Calendar, you have an overview of all created appointments
and activities.

4k v M SETTINGS v Business Managem... @ ;::::eratorm---

Resource Groups | )
View: Local Rescurce Groups ﬂ
4§ [ |Publish | % &3 addConnection (% RunWarkflow..  [F] Start Dislog Mare Actions =

~ | MName Business Unit &

Resource Group 1 MSCRM
Resource Group 2 MSCRM

For more information pl ease wmamandgement with BrouwpTalerdar vi deo
for MS CRhp:/@aevwybuube.com/watch?v=aflrYUX7HEE
3.2 Define Groups
1. Open Advanced Find in MS CRM

M« M WORKPLACEv  GroupCalendar @ coministrator Ad.

(7] NEW ACTIVITY » == NEWRECORD ~ iy IMPORT DATA
2. Change in the -Down-tiktboxtioertd pBr dm O0Us er sdr iatnedr isaedl se cftc
the group of users you want to define.
s picrosoft Dymannics CRM Administrator Administrator 0

m ADVANCED FIND Standard o

ﬁ —_1 ' = Hsaveas ‘2 {2 Group AND =

’_. L . L & Edit Columns = Group OR

Query  Saved Results Mew Save ) Clgar Donemnilzad Fetch

Views [ _# Edit Properties = Details ML
Show View Query Debug
Look for: [T v | use Saved Views | [new] [v]

Select

GroupCalendar for MS CRM 2013 Page7
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3. Click on 0Save as6 and give the group a name.

: x
Save as new View
The view is stored in the list of saved views,
Mame *
Usars with.ﬁl 4
Description
Save Cancel
4. Go back to the GroupCalendar and open the drop-d o wn | i st box 0Select User
now the newcreatedgroup o0Users with Ad6. As a mahave®refreshftheper f or m

user list. To do this, close the browser and start it again.

@ Administrator Ad... # P
Standard ]

iy Day View = | Al -

[

3, 12:00 pm 1016/2013, 04:00 pin @ Users with A l; <
0100 pm  P200pm  P300pm 400 pm 0500 pm £ All 0
MSCRM B

W
e
i

-

ﬁ Resource Group 1
[ Resource Group 2

SupportTeam

Administrator Administrator

Alexander Weiss
Alexis Boulgaropoulos

Andreas List

Andreas List

Chris Preston
Andreas List

Andreas List

Chris Preston

GroupCalendar for MS CRM 2013 Page8
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3.3 Default Settings

Wi t h
GroupCalendar as he wants.

I | GroupCalendar View Settings >

Monday, 11 Aug 2014

< Aug 2014 -
Mo | Tu (We| Th | Fr | 5a | Su
3l 30 1123

32|14 (5|6 |7 |8[9)|10
3311|1213 (1415|1617
34|18 (1920 (2122|2324
35| 2526 |27 (28)29(30) 31
36 2 4

Today
Extended Select:

_-,’3_-, Select Users/Resources

J/~ Settings

Users:

All Users/Resources
Which activities should be shown:*

cl i Skitn gBottyisid thedSide Bar, each user can configure the look and feel of the

(What can be defined in the settings:

Column width
Column order

= =4 =4

the GroupCalendar

[ New Activity

Task

d:s Fax

Fhone Call
Email

Letter
Appointment

EOM M~
QK& &R &R

Service Activity

Options:

Cnly attendees:

Only open:

HEEEN

TopDown activities only

:j Print Preview

GroupCalendar for MS CRM 2013

~

1 Default view when opening the GroupCalendar

Default user/group selection when opening

\ 9 Default filter criteria of the Side Ba r é J
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2] Configuration -- Webpage Dialog -
Settings

Version 6.12.5310.23371

Settings dialog. Press OK to save. . . .
9 9 License Info | Diagnostics

Default-View

O Month view O week view ® Day view

®) List-view O Gantt-view O TopDown O Timeline O agenda

Default Group/User

Default User or Group v

Default Activities

W] Task Default Day View

Cleax Agenda Grouping | By Date & Resource v
[Iphone call [ side pane always visible

[ email ‘ Show Advanced Settings |

[ Letter

Appointment

Service Activity

Column Settings (Sort and Width)

Start End Subject Stat... Regarding Attendees/Resources
60px 60px 200px 50px  200px 150px
< >

o | cmom

Default -View, Default Group/User
Here it is possible to define the default view when opening the GroupCalendar. It is also possible to
define the default Group/User and filter criteria.

Default Activi ties

Define which activities should be displayed as default. Users can also set the DefaultDay View to be
displayed (List, TopDown, Gantt, Timeline, Agenda)vhen switching from the Month View . Besides that,
the Agenda View can be set to show the Date or the Resource first.

Column Settings (Sort and Width)

To change the position of the columns you have to modify the Sort -Column. This is done via drag and
drop. Grab a column and drop it at the desired position. The slot where a column can be dropped will
be highlighted on drag over.

Column width can be changed by dragging the edges of the column headers to either side to enlarge
or shrink column.

You could also double-click a column and enter the specific width for the column in pixel.

If you click on the grid header you can set the alphabetic sorting. With shift-click at the same time
multiple assorting can be configured.

GroupCalendar for MS CRM 2013 Page 10
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[Show Advanced Settings} With a click on this button, following settings can be defined:

L] TopDown view shows users with activites only
] Only open

E Show Attendees/Regarding (takes more time)
[ I oo not show workflow generated activities

[ show month end in gantt/timeline

GroupCalendar for MS CRM 2013 Pagell
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4 Side Bar

The Side Bar is the ame in every view. Day, week-, and month view.

Open or close the side bar by
clicking on the small grey
arrow. Click the small "Pin/Un
Pin-button to fix or unfix the
menu.

1| GroupCalendar View Settings >

Thursday, 7 Aug 2014 4~

JShows the selected day. ]

[With a click on the week )
number you change automatic
into the week view of that
week.

N J

(¢ )

Click this button to select more
than one user. This is helpful to
see the activities of many users

[With t he ()Sett\i
each user can define his own
personal settings of the
GroupCalendar . (Visibility of
Qolumns, width of columns..) j

Click this button to define new\
activities and a date for your
activity.

J

The checkboxes allows the uset
to select activity-type should be
visible in the GroupCalendar.

Opens a Print Preview
Window. The Print Preview is
not available in Gantt View.

GroupCalendar for MS CRM 2013

@t the same time. j—b

Extended Select:

N
< Aug 2014 < (Select month and year
Mol Tu lwel Th 1 Er 1 5a 1 5u with a click on an arrow.

3 11213 J
32|4|5|6)7 89|10 — : ~
= — With a click on the day
> 33| 1|12115|14 |15 €67+ you can switch to another

34(18 |19 20|21 22] 23] 24 day.
35 (25|26 |27 (28 | 20|30 31
; = =
6|1 ° - : fCIick on this button to\
Today < switch to the day-view of

today.
\§ y J

/Shows you the actual
selected:
 auser

;:‘-, Select Users/Resources
/" Settings

f Users:
Jin Yan <

Which activities should be shown:*

i

v [#] Mew Activity =

Task

LE' Fax
Phone Ca
Email
Letter

Appointment

HMOMM ~
RHEODOOOORE

Service Activity

Options:

Only attendees:

Only open:

OO0

TopDown activities only

Print Preview

k[_\j

91 agroup of users
1 resources
\'ﬂ and resource groups

[Filter to show only the
open activities where the
chosen wusers are only
attendees.

-

Tell the TopDown View to
hide all users, which have
no activites on the
selected date.

Page 12
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GroupCalendar provides the possibility to define a specific color for each scheduled activity. For more information, please click here to read our blog 6 c o-l or
coding-functionalities for activities.

1]

Month View © <

i 1 > & | All Users/Resources - &
( . ) w Week View @ < » =
Click on the drop Select: } | GroupCalendar View Settings >
31) Overview down button to { a user Tuesday, 8 Jul 2014
i . . < Jul 2014 >
30 & Gantt switch to the With a click on the day-number 1 a group of users y e o ey
= Timeli . . ) B z as
3 Timeline different views. users can swith to the Day- 1 resources = | EIEREA L]
== Agenda . ] At
View and take a look at later 1 and resource groups Click on the arrow to SIEIE]E
Click on the arrow to move to appointments. from whom you want to move to the previous | *
| the next or previous month. . ” - see the activities. or next month. =
_ ended Select:
i e il 10:00 Meeting with customer {000 Meeting with customer g P Select Users/Resources
- 10:00 Mesting with customer asdf 15:00 Confarence Ticoa il & Settings
Click on moreé to see | at e| [socoweme Double-click on a day to
i i i 15:00 Conference - - . : i
t(;] the defat:}lt !Vloth(;/lfe_w ngst). In_the Settings users can — With a click on the activity create a new appointment. [i=ima=
change to their predefined Day View. | you can open the activity. = l Which activities should be shown:
|Meetmgwilhcu5tmmer | 10:00 Meeting with customer asd asdfa ] New Activity =
11:00 Meeting with customer | | 10:00 Meeting with customer 15,00 Conference is0 conference Task 7]
1500 Conference || 15:00 Conference APPOINTMENT B Fax ]
seve Concel . Phone Call m
10:00-14:00 = Emai O
Move the cursor Meeting with customer B ten
7n 2 e 2 STATE: Open 7 < g
+— on the aCthlty to - OWNER: Andreas List [7] Appointment =)
C I | c k on customer ) 10:00 Meeting with customer 0 Meeting with customer |_ Service Activity M
get detailed ATTENDEES/RESOLRCES: T 500 conferance i
do delete the . P Christian Temek(User); Car 2 (Facility/Equipment)
information >
appointment. ) o " | LocaTion: Activities can be rescheduled | options:
Tl ACtIVIty'Type Graz : ndees: ]
. = via drag & drop.
28 29 bl Regardlng 31 01 Aug 5 | ]
TopDown activities onl
1500 Conference o 9 Attendees ] 1000 Meeting with custamer £ 1000 Mecting with customer ‘|_|10:mMeeﬁngww'lh(usmm$ : ’ e
1500 Conference " |15:00 Conterence q Organizer C 10005A 1500 Conference | is00 conference “[isi00 canference i o G Print Preview
\ / [15:00 Conference i

GroupCalendar for MS CRM 2013
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6 Week View (List)

The WeekView shows allu s e appointments and activities, listed chronologically and vertical at a glance, even when two appointments are scheduled at the
same time. All the descriptions are also valid for Day View (Lis).

&1} Month View @ 7 WeekView v~ 4—— Click on the //Select- N ;I & | All Users/Resources | &
Start » | End Subject Stat... | Regarding 7] List lees/Red] drOp-dOWn 1 a user Description 1| GroupCalendar View Settings >
Friday, & Aug 2014
E Monday, August 4, 2014 (3)
by B oo 16 e T e——
= Timeline switch to the Mo| Tu [We|Th| Fr | Sa|Su
. . 1 resources
10:00  11:00  SA unscheduled Sche.. 7§ TopDown different views - = RERE
[7 15:00 19:00 Conference Open == Agenda 35 List; ' T and resource groups Click on the week p (2567 8|9 W
E Tuesday, August 5, 2014 (3) ; from whom you want to number to Change 33|11(12 (13|14 15|16 |17
34|18|19 20|21 2223] 24
O o09:30  22:30 . gudreasiBizt see the activities. to the week. 35| 25|26 |27 |28 29 [30] 31
[ oe:ss 13:55 Click on any column Christian Temek;Car 2 36
[ 1s:00 1s:000 header to sort the Andreas List;Meeting... Andreas List Office Today
. . Extended Select:
& Wednesday. Aug records in an ascending, —
J oo:00 23:59 . P Andreas List Andreas List Andreas List Saselect User/Resourees
or descending listing. / settings
[J oo0:00 23:59 Andreas List Andreas List Andreas List Usars:
0 oo:00 23:59 asdfasfdasdfasdf Open Andreas List Andreas List Andreas List ‘Al Users/Resources
[J 10:00 14:00 Meeting with customer Open Car 3;Car 2 Andreas List Vienna Which activities should be shown: =
[J 15:00 19:00 Conference QOpen Andreas List; Mesting... Andreas List Create a new or d|sp|ay } 7 New Activity <
E Thursday, August 7, 2014 (2) different activities. J 5
O 10:00 14:00 Meeting with customer Open Christian Ternek;Car 2 Andreas List o = i
] 15:00 19:00  Conference Open Andreas List;Meeting... Andreas List Office = Fax t
L phonecall I
E Friday, August 8, 2014 (2) & Email I
Letter |
[0 15:00 19:00 Conference . ist; Meeting. Andreas List Office [] Appointment [+
: : The number in the bracket shows [~ ,
B Saturday, August 9, 2014 (2) €— e . e e e 0 Service Activity [
O 10:00 14:00 Meeting with customer the quantlty Of the activities. Ternek;Car 3 Andreas List Vienna Options:
[J 15:00 19:00 Conference Open Andreas List;Meeting... Andreas List Office Only attendees: 1
Only open: 1
TopDown activities only |
g Print Preview
< >

GroupCalendar for MS CRM 2013 Page 14



User Guide

)
e

v mscrm-addons.com
o 0
\ ;’_ Your company for MS-CRM ADD-ONS!

7 Day View (List)

The DayView show all activities and appointments within the specific time. Activities and appointments can simply be opened with a d ouble-click. All the

descriptions are also valid for Week View (List)

30 Month View =« @

Week View @

ire|

Start » |End Subject Stat.. | Regarding
E Monday, August 4, 2014 (5)

[1 0e:55 13:55

Meeting with customer Open

10:00 11:00 SA unscheduled Sche...
[ 1s:00 19:00 Conference Open
[ 1s:00 19:00 Conference Open
A

[ Open Activity

ﬁ Copy Activity

.y Open Regarding

./

' New Note

£ Delete

Left-click on any activity to open,
copy or to delete it. Open Regarding
or write a new note.

<

Users/Resources without activities: Car 3; Meeting Room 3

Attendees/Resources

Christian Ternek;Car 2

Andreas List;Meeting...
Andreas List;Meeting...

QOrganizer/Customer

Click on any column header
to change the width.

Day View

{13 List

i@ TopDown
& Gantt

= Timeline
4 Agenda

Andreas List

4—

Location

Click on the drop-down
button to switch to the

different views.

Office
Office

sers/Resources -
I

Fel

1| GroupCalendar View Settings >

Manday, 4 Aug 2014

< Aug 2014

Mo| Tu |We| Th| Fr

32|14 |5(6|7]|8

33|11 |12 (13 |14(15

341181920 21|22

35|25)|26|27 28|29

Today

Extended Select:

2% Select Users/Resources
A Settings

Users:

All Users/Resources

Which activities should be shown:*

] New Activity o

Task

‘.B Fax

. Phone Call
= Email

B Letter

E] Appointment
Service Activity

Options:

RER &R - E

Only attendees:
Only open:

TopDown activities only

@ Print Preview

oogd

GroupCalendar for MS CRM 2013
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3

8 TopDown View (Day View)

In TopDown View the activities are separated per userand resources/facilities to get a plain view of the activities. Users, resources and/or facilities are dsplayed in
different colour s. You are able to change your activities by drag and drop. Just slect your activity, and then you are able to drag it away and drop it down to a
new chosen time and user. Change the ser for your activities, by drag and drop.

30 Month View = @ Week View @ m Day View i & | All Users/Resources =

o

|4 GroupCalendar View Settings >

monday, august 4, 2014

Monday, 4 Aug 2014
Car 2 Car 3 Christian Ternek Meeting Room 1 - Aug 2014 S
all day [Mo] Tu [We[ Th] Fr [Sa [ su
=00 | |n the header, all users, resources, facilities are separad by different To create a new activity,right-click into the %
colours. All Appointments for the day are listed below by time. time slot where you want to create the activity | |
- . . . 1
000 and draa it down to defin e the time. 7
Meeting wifh] Meeting with custamer « O Meeting with cust [ Today ]
10:00|Color: 2 Sa unschedal Color: 2 T —ColnnZ Extended Seloct:
2% Select Users/Resources
1100 . R A~ Settings
: Cl i ¢ k -buttomtoo x sers:
delete the appointment. Team-Meefing All Users/Resources
12:00 Which activities should be shown:
13:00 Save Cancel [#| New Activity o
T [ OPEN ACTIVITY % Task i
Y Fax |
14:00 ﬁ COPY AC L!. Phone Call =il
T . © DELETE R i
Double-click into the timeslot, to create é - .
Flemtene oo () and save a new appointment. Drag the Conterencs 0] Appointment o
sign in the right corner to enlarge the Right-click on the s heaty M
16:00) . . H >
window-size. appointment to optons
17:00) Open' Copy or to Only attendees: O
delete it. . Only open: O
- - - TopDown activities only O
< % @ Print Preview
% Show 24 hours...
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8.1 TopDown View (Week View)

The TopDown View displays all users, facilities and resources in the header. Users, facilities and resources are shown in different cokto provide a clear overview.
Below users can seethe according appointments , also displayed in different colours due to our color -coding-functionality.

31 Month View = & Week View @ 5 Day View @ & | All Users/Resources | Is]
8/4/2014 - 8/10/2014 |1 | GroupCalendar View Settings »
Monday, 4 Aug 2014
L Aug 2014 B
Wed, 6 Thu, 7 Fri, 8 Sat, 9 Suf, 10 Mon, 4 Tue, 5 Wed, 6 Thu, 7 Mo| Tu [We|Th | Fr [ 5a| su
all day Demontration SmarlBarf@ e 1 1123
. 32|14 |5|6 (7|89 |10
Marketing & Sales Meeting | ¢ AII-day-appomtmentS are 331112 [13[14]15|16] 17
Mesting with customer (] displayed at the beginning The header shows different 1|20 21|25
e . 3525|2627 |28 29|30 31
\Of the specific day. users and resources/facilities Click on the calendar week %
08:00 . A 1
Meeting with customer["] grouped by week. number to switch to the week | . || = Today
Ko Extended Select:
2,
09:00 X ares £ Select Users/Resources
Conferenge] Meating with customer[] .
Color: 5 Color: 2 A settings
Users:
10:00 Meei'i'n.é @I TrimEmre D All Users/Resources
Eoke2 CaL Which activities should be shown:~
11:00 Conference o [ NewAdiity o
Color: 5
E Task [
12:00 @ Fax O
t, Phonecall O
13:00 - & Email O
: B tetter O
[ Appointment i
14:00 [A] service Activity [
15:00 Oplit.)ns:
Conferene v Only attendees: O
< [e=ls” Move the bar to see other X oy apen: 0O
- users, resources, facilities. TopDown acthtiescnly - []
+ Show 24 hours...
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9 Gantt View

In the Gantt View, you have to click the plus-sign to see all appointments with the same date and time. All appointments and activities are displayed independent
of their duration, meaning that longer appointments, activities are displayed with a longer bar and shorter with shorter ones . GroupCalendars GanttView also
provides the possibility to set a date range and a zoom functionality . You can switch within Month-, Week, and Day View to Gantt View.

31 Month View @ 2] Week View @ e} Day View @ & | All Users/Resources = 3
Week 31 Week 32 I | GroupCalendar View Settings »
| Name 8/1/2014 F.fz/zo:m F,"3f20-_4 /4/2014 [3/5/2014 8/6/2014 8777201 Monday, 11 Aug 2014
Meeti... Conf... Meeti... Conf... i i < Aug 2014 >
& angres it CSE;J&:’J E‘ET‘}EM:; u- _ Mo Tu [We| Th Fr | Sa | Su
& Christian Ternek I:;zl[u‘ MT; 31 1123
J E} 2|4|s|e|7|e]o|w
d cart : - 33| 1112|1324 15] 16| 17
8 crz Meeti.. ! I Meeti... I Meeti... 34(18|19]|20]|21|22| 23|24
nia Lelale Color: Zzhr 35|25 |26 |27 |28 | 29|30 31
nf... i | nf... | Today
i Mesting Room 1 . Elon O
& Mesting Room 2 .. N\ » nded Select:
lor: i i 2l i 0
& westing Room s 5 | Set a date range by choosing -';';%SE‘E‘* eereyRespomees
L LB i i ) Settings
T start- and end_—the to display Users:
scheduled activities/resources Al Users/Resources
The Different colours with a specific date range only. Which activities should be shown:
show different types of B NewActvity o
] activities. Task
Shows different By drag & drop you could B Fax
users and resource change the time of the : Phone Call
P & Email >
groups. activity and also the user. Letter
D Appointment
Service Activity
Options:
Only attendess:
Only open:
TopDown activities only
< > < >
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9.1 Gantt-View Zoom Functionality

This functionality enables users to zoom in and out the GroupCalendar's Gantt Views. This is very helpful if a user would like to see displayed actities/resources

in more detail and more specifically.

Gantt -View Zoom Out:

Click the plus-sign on the left
corner, to see all appointments
with the same date and time.

GroupCalendar for MS CRM 2013

-

t he

-

NOTE: In case you defined a zoom level and/or a date range, this level/date
range will not be maintained when changing the users/resources/date/time
range/activities to be shown, changing the view-options (show only attendees,
show only open activities, etc.) or when switching between several Ganttviews
(e.g. between the Gantt week-view and the Gantt-month -view).

Additionally, the zoom level will not be maintained when refreshing views via

~

0 r-baitfom an shé right corner of the window.
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