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Welcome

Welcome to the User’s Guide for Group-Calendar in MS CRM. This File contains
detailed descriptions about functions and abilities of Group-Calendar for MS CRM
4.0.

If questions are kept unanswered with this document, feel free to contact us (see
chapter “Contact”).

2.1 Introduction

Group-Calendar is an Add-on for Microsoft CRM 4 which was designed to give an
overview of activities from other users or a group of users.

With Group-calendar users are able to see calendars of one or more users at the
same time. They are able to oversee happenings and activities of each user.

Group-Calendar gives you the ability to see these events in day-, week-, month-
or top-down view. Each period itself can be displayed in List or Gantt-view.

Why should you use the Group-Calendar for CRM?

Review from one of our customers:

» We needed for our telemarketing department in our Microsoft CRM application
an effective way to meet sales people. The original CRM calendar system was not
able to give a manager a quick, comprehensive overview of all child activities, so
we searched for a solution and have found the excellent group calendar. This
allows our telesales department a quick overview of all sales people so they have
more time for agreements with strong leaders and waste less time searching for
energetic sales people.”

2.2 Application

To get to Group Calendar,

Microsoft Dynami RM

Mew Activity = Mew Record - | GoTo~ Toals~ | I

Workplace GroupCaler

My Work 2 (e
[} Activities 31 Month vie
:;ﬁ Calendar Mew ~ =
w30 Imports

.);d::l Duplicate Dekection

Start

=1 Friday, b
B 1200
B4 2000

Ay Queues

|_-:" Articles

j Reports

_Q Announcements

@ DashBoard

& My Emails

@ My Queues

@ PowerSearch

S GroupCalendar

Pick Group-Calendar in the workplace of the homepage of Microsoft CRM. The
default view can be configured for each user.
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2.3 Sidebar

The sidebar contains several display settings (e.g. date-picker, user-selection,

activity-selection,....)

Allows you to select multiple
users and view their
activities.

With the personal settings
you can customize the group
calendar on your habits.

N

Shows the types of events
on the group calendar or
hides from you.

N\

Opens a window to print the
page.

=

Mo

Fridaw, 5 kow 2010

Tu

Mow 2010
e Th | Fr | Sa | Su

Shows the selected day.

/

|

511

z

3

Select the month and year
with one click.

4 5 6|7

[

9

10

11 (12|13

1l

17

13 |19(z0

You can switch between
days by clicking.

|22

23

24

25 |26 | 221E0

929

30

‘/

4
4
47|15
4
4
5

0

Taday

wtended Select:

With a click on a week, you
automatically choose the
week-view.

[ sett

Users:

ings

8% Select Users

Click on this button to go to
the day-view.

Alexander Weiss

Which activities should be

shown:

/

£

< Tas

k.

gi Fax
.@:‘ Phione Call
b E-mail
|_,_17” Letter

56 Appointrment

fﬁ Service Ackivity

Options:

Shows you the currently
selected user or group.

<

Click here to hide all inactive
users in the TopDown-View.

<)

only attendees:

Cnly open:

Displays only the activities
where the current users are
participants.

N

TopCown ackivities only

Group-Calendar for MS CRM 4
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2.4 Personal Settings

With the Settings button each user can customize the view to fit his desires and
needs.

Configuration options:
o Default view of the group calendar.
Column sizes
Column view
Default user or group selection
Predetermined filter characteristics for the view of group calendar

Switch and add Users

Click on "Select User" and you will get to this dialog box (see below). In this
window, you can search, add or remove users or even whole groups.

Look Up Records

Type the information you are looking for in the Find box and dick Go. Then, select the records you want from the Available records list and
move them to the Selected records list.

Find: | | | OH
Deep Search
Please note: you can either select one Advanced Find, one Team or one or more system user(s).
Available records: Selected records:
3 Team A - £ Alexander weiss -
8 Admin Istrator 8 Frank Haas
£, christoph Kokely £ Martin wihelmer BU 2
£ Georg Perhofer £ semir Mukic
8 James Elliott

3 List, Andreas
£ Michael Dohr BU 1
8 Thomas Elliott

(8038 || Cancel

Group-Calendar for MS CRM 4 Page 5
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Define groups

Usergroups can be defined via Saved-views:

1. Open advanced find in CRM:
2. Pick users at the search bar and type what you want to search for:

“ o

Find | Saved Views

[ save [Fsaveas [giNew | [T]Edit Columns g} Edit Properties

[3f Hide Details | ) clear | [=] Group AND  Jo[ Group OR

Select

3. Click on ,Save as..." and select a suitable name for the group:

Provide Information for This View

Provide a name and description for this saved view. The name will be visible in the View list.

Mame * Im

Description

This way you can e.g. create a view that retrieves all users working in the Sales-
department and therefore get an overview of all planned sales-activities.

Group-Calendar for MS CRM 4 Page 6
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4. Back to the GC, you can select the newly created group via the Drop-
down-box (see picture).
INFO:You may need to refresh the user list. To do this you click on the
refresh command (F5 or the refresh-icon at the top right corner of GC).

4‘ Alexander Weiss
y ’ . AL
= Microsoft Dynamics CRM : e
Mew Activity ~ New Record = | GoTo~ Tools~ | ISV ~ | isTest | i WeboOnly .isBoth <pPowersearch | 3} Advanced Find i~ CRM For Qutiock g1 Help ~
‘Workplace GroupCalendar
My Work ® - - - [iired 1
& actves 3] Month view [T week view 1 TopDown View f i N 2
[i4] calendar Mew v | (=] Gantt-View | @) ” £ [Aleander Weiss - | Friday, 5 Mav 2010
:gl”‘p‘”’ts |start  |End | subject | state | Regarding | attendesrrezsTreE; PRSI T < Nov 2010 -
s Duplicate Detection

? =l Friday, November 05, 2010 (6) Ma| Tu |we|Th | Fr |Sa Su
iy Quenes as|1|z|3lals a7

fre ] 0500 Visit Mrs Steiner Schedu... Alerander Weiss
L3 artides 48] 8 | 9 (1011|1213 14
%] Reports ¥ 0s00 07:00 Taxes DOpen
47(15(16(17(16 (19|20 |21

= Announcements EED 0200 Fim News Lelter Open / 5122123 124125 Toal2s o
p DashBoard @ 13m0 1330 Call Mr Hofer Open R
My Emails 1300 1330 Mesting Schedu.. |} A Company Kermkraftwerk Alewander Weiss T
Sty Cuenes W03 FrelMeina Sekede.  Aeendaes Today

b Powersearch
4] croupCalendar Extended Select:
&3 select Users

Customers 2
[ Accounts G‘Eamngs
8] Contacts Users:

Alexander Weiss

Which .a(tIVIUES should be FS
|4 Task
@ Fax
& Phone Call
A E-mail
| Letter
) Appointment
Fersonalize Workplace ... [ Service Activity
(4] workplace
LI; ol Dptions:
% Marketing Only attendess: B
Only open: B
%SE"""E TopDown activities only [
_ &3 Print Preview
“ Resource Center 1 . 3
Color-coding of service activities
Since version 4.64 a specific color can be applied to service activities.
Double click on the activity to open its properties. A new picklist-value (Color)
appears is placed on the main-form.
Appointment | Motes | Details | )
Subject * |Meeting |
Required | |ﬁ|
Optional | |ﬁ|
Location |Graz |
Show Time: As Busy - bool test & Nope " Yarp
Contact | |ﬁ| Color ellow -
Scheduling Information
Peach
Start Time * [1y/5/2010 | [ | [6:00PM [»] Duration Eg'lﬁ%range
i [ssron ] (B [7:30mm R
Light Skyblue [Green Yellow |
Cornflowerblue i
Light Slategray
Purple
Light Pink
Misty Rose
GroupCal
Recurring Activity ||} Birokonferenz |ﬁ|
atus: Scheduled
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2.5 Additional Settings

Settings
Settings dialog. Press OK to save. Version 4.71.3961. 15434

& () Week View ) Day View ) TopDown View [C] Gantt-view as default
Default Group/User
Default User or Group -
Default Activities

[¥] Task [l Only open

[CFax [ only attendees

[ | phone call Use start and due date for the search

(] E-mail Show owner (takes more time)

[ Letter Show Attendees/Regarding (takes more time)

Appointment [ Do not show workflow generated activities

Service Activity [ TopDown view shows users with activites only

Column Settings (Sort and Width)

Start | End | Subject | State | Regarding Attendees/Resources
Slpx Slpx 200px Slpx 200px 150px

4| 1 | 3
Default o | cancel

In this window you can change the default settings for the group calendar:
e Default view
e Default activities
e Default users

Next to this, it is possible to adopt the main display settings of the week-/day-
view:

-columns can be reordered via drag and drop. Click and hold down a row and drag
the line to the desired location before releasing them again. You will see a
highlight where the line can be dropped.

-The line width can be altered by pulling apart the line at the corners or by
pushing it together. (Additionally you can also double-click on a line and align the
line width (pixels).)

Group-Calendar for MS CRM 4 Page 8
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2.6 Day-View

This page is intended as a summary of the activities on a specific day. Once opened, the rows are arranged according to their start
time. Rows can be sorted with a click on the header. When clicking a header, records are displayed in an ascending order. A further
click on it will lead to a descending sort.

. " . Switch between day, _ Shows the owner of the
WSTWW—I mv—

Mew Activity = NewRegord ~ | GoTo~ Tools~ | ISV - | isTest | i webonly i/Bof GWErSEan o havanced Fin
‘Workplace GroupCalendar
My Work 3
3 actviies /’E_wh View ( [0 week view ) (8 TopDown View ;
[£4] Calendar Hew ~ D =) Gantt-visw | @) Q S |Aleander Weiss )Frlday 5 Nov 2010 /
N

"? IDmpTrtst Datacti ‘\—/Star’t End Subject State Regarding Attendeesmm"i‘ oy 2010 />
1421 Duplicats Detection
gqueues =l Friday, November 05, 2010 (6) M| Tu [we|Th [ Fr /5a[su
3 Artices 4.30 05:00 Visit Mis Steiner Schedu.. Alenander Weiss 45/112/3)ajQfl6 |7
2] reports ] 0700 Tanes Open 4618 | 9 |10/11}1/2]13 |14

] Rep 4715|185 (17 |18f19|20 |21
] Announcements 20 0800 Pim News Letter Open wslz2]zs [z R zs[27]es
@Dashanard 1330 Call Mr Hofer Open 492330
& My Emails 19:30 Meeting Schedu... [ A Company Kemkraftwerk Alexander weiss =9
& My Queuss

P Powersearch
[ Groupcalendar

Customers 2
[ Accounts
&) Contacts

Users:

Alexander Weiss

which activities should be
shown:

& Task

# Fax

&3 Phone Call

= E-mail

| Letter

3 Appaintment
5 Servies Activity

>

Select a user from which you
want to view the Aactivities.

EESEEEEE

-=naf Se€lect the type of the activity
(4w Yyou want to create.

Jé sales Options:

2. Marketing Only attendess: ]
Orly open; B

% Service TopDown activities only ]

bR s Shows the type of an activity. & @R

ﬁ Resource Center L m b

With a double click on an activity, the activity will be displayed in a new window. Use the checkboxes on the right to select which
activitiy-types you want to see within the day-view.

Group-Calendar for MS CRM 4 Page 9



Instruction 10/11/2010

2.7 TopDown-View

L Alexander Weiss
4 . . AL
Microsoft Dynamics CRM . —
Mew Activity - NewRecord = | GoTo~ Tools~ | Isv = | iJTest | i webonly .isBoth &P PowerSearch | [} Advanced Find i~ CRM For Qutiook (@) Help -
Workplace GroupCalendar
My Work #
[ Activities || Bllvtonth view [T sk view 13 TopDown Yiew T oay view a
[ calendar Mew v | =] Gankt-View | @ | s [Ala:an(ler Weiss - Friday, 5 Maov 2010
@ nparts , Shows the type of an activit - [ fov 2040 T
@Dupllcate Detection 300 % Meet( yp Y- Mol Tu [we Th| Fr | 5alsu
éQun.eues 45/ 1|2 |3 |45 6|7
[ Articles 46| 8 | 9 [10{1112[13 |14
=| Reports —
|j:_ P 4m Open Activity (Meeting) 47|15/16|17|18/15)20/21
f Announcements 45|22|23 (24|25 | 26|27 |28
b DashBoard Er Misit Mrs Steiner i) Wisik Mrs Steiner | |a9]z9|a0
@ My Emails 50
o0
g My Queues 5 % Mew Appoinkment Today
PowerSearch
m e e || Mew Task Extended Select:
P — S #3  Mew Phone Call &8 Select Uisers
ustomers
[1'3 Accounts ) @ Mew Lekker ) i . G‘Settings
With a right click you can open the =l u
|85 Contacts 00 b New E-mail selected item, set a date or a start a J ==
new element. Alexcander Weiss; List, Andreas;
@ Mew Fax ew element James Elliott; Frajnk HjaasJ' GeorJg
ﬁ Mew Service Activity Perhofer; Semir Mujkic;
8 no
) Delete Wehich activities should be £
shown:
Cancel
g0 —é Lﬁ Task
| @ Fax
&P Phans Cal
10 0o bl E-mail
@ Letter
Personalize Workplace ... 0 % Appointment
* {] Workplace 11 5 servics Activity
I sales
Lé 12 0o Dptions:
F;, Marketing You can drag the Cnly attendees: M
&y service 13 activities in a different el pat O
row TopDown activities only |:|
v—| Settings -
L il @ Prink Prewiew
ﬁ Resource Center < °
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2.8 Week-View

4— Microsoft Dynamics CRM

New Activity - NewRegord~ | GoTo~ Tools~ | ISV = | i1 Switch to Gantt-View.  [rSearch | g} Advanced Find i~ CRM For Qutlook i@ Help ~
Workplace GroupCalendar
My Work 3 ) / : ;
@ Ackivities @Month Wiew W‘ E TopDown Yiew m Dy Wiew z'
] calendar NBWQ@ Gankt-Yisw | \(D | 8 [Alexan(ler Weiss v] Maonday, & Mow 2010
;‘ﬁ Tmparts | Start | End | Subject | State | Regarding attendees/Resources | Crganizer/Custam = Mow 2010 =
4% Duplicate Detection N
éQueues 2l Monday, November 08, 2010 (2) @ VW %S S8
) @ 18:00 13:30 Meeting Cobed, (Dap any Alerander Weiss 45|12 |3 |45 6|7
[ articles _ . . 46| 8 | 9 (1011|1213 |14
E Reparts % 20:00 20:30 Final Meeting Day of the week. & Companybccount & Alexander ‘Weiss
P =T d N b 09. 2010 (2 471516 |17 |18 (19|20 |21
f Announcements o s0ay, Ravemuer 49, =8 (2) _ 48|22 |23 |24 |25 |26 |27 |28
@ DashBoard Em o 18:00 19:30 Meeting Schedu... BA Company Alerander Weiss 432930
@ Iy Emails i_?a 0-00 B30 tratdeatiog Schedu... A Company Account & Alexander Weiss 5p
@ My Quedes Wednesday, November 10, 2010 {2) Today
@ FowerSearch i 18:00 a0 Schedu... BA Company Alexander Weiss
m Sy Ey @ 20:00 20:30 Final Meetin Schedu & ComparyAcoount & Alesander Weiss Eatended Select
. . d pany 33 Select Users
Customers FS
. E;’Settings
(=¥ Accounts
|85] Contacts Users:
Alexander Weiss; List, Andreas;
James Elliott; Frank Haas; Georg
Perhofer; Semir Mujkic;
which activities should be 4+
shown:
@ Task
@ Fax
@ Phone Call
E-mail
Letter
Personalize Workplace ... % AR
(__f Workplace B service Activiey
@ Sales
Options:
I% Marketing Orly attendees: [
% Service Only open: [
TopDown ackivitizs only |:|
+—| Settings .
@ Prink Presvigw
ﬁ Resource Center < | 1} | b
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2.9 Month-View

L Alexander Weiss
4 = = AL
-Microsoft Dynamics CRM _ ' Sign Out
Mew Activity ~ NewRecord~ | GoTo~ Tools~ | ISV = | isTest | iswebOnly i/Both < PowerSearch | [, Advanced Find |/~ CRM For Qutlock @) Help ~
Workplace GroupcCalendar
My Work -3
E% Activities ;E Month Yiew E Week Yigw E TopDiown Yiew m Diay Wiew =]
[ calendar Mew » | =] Gankt-Yiew | @ s [Alexan(ler Weiss v] Friday, 5 Mav 2010
kg I L
g;ﬁ;ﬁte peection < Novzoln =
i IMon Tue Wed Thu Fri Satfsun Ma|Tu We Th | Fr | Sa Su
éQuéues Oct 25 26 27 28 29 zo|[45]1|2]3]a[s]6]7
%M'c'es 46| 8 | 9 |10[11 12|13 |14
=] Reports 47(15|16 1718|1920 |21
= Announcements e With one click, you open an 51| [aal22 123 (24|25 [z 27 28
& Dashoard activity. B 250
& My Emails co
£ My Queuss Mow 1 2 3 4 5 [3 Today
@ PowerSearch : 12:00 Meeting 12:00 Meeting 0hEE Visik Mrs Sheiner :
m GroupCalendar 45 _I_li 20:00 Final Meeting 06:05 Taxes | Extended Select:
APPOINTMENT 06:30 Final Meeting 7| 83 select Users
Customers 3 . . g’ .
[ Accounts 1 07:40-13:55 Talk to Mr Miles 10i05]ieeting A8 Jettings
STATE: Scheduled * ’ .
|85 Contacts [= ) 10 11 12 13| Users:
12:00 Meeting 1 RWRERC g Rabe Georg Perhofer; James Elliokk;
y . Semir Mujkic; Alexander Weiss;
465 | 20:00 Final Mesting 2 ATTENDEES/RESOURCES: 2
Semir Mujkic (User); Andreas List (Contact) Rt T
Sholf\ln:ac ivities should be &
ORGANIZER/CUSTOMER:
15| | Georg Perhofer 17 ig 19\ 20 .ﬂ Task
@ Fax 1
LOCATION: L.
47 e Clicking on the number ) & Phone Cal ]
of the day will open the 4 E-mail |
day-view. |2 Letter [l
P lize W I
ersonalize Workplace / 22 23 28 27| 8 appointment
l’_ﬂ Workplace ﬁ Service Activity
& Move the mouse over an activity to 23
receive important information about: Options:
-Activity Type 1 . 3 " Crly attendees: [}
-Su bJe(:t Only open: 1
40 _Mem bgrs TopDown activities only |:|
-Organizer s|
@ Prink Preview
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2.10 Gantt-View

The GANTT-view often provides a better overview than the list view. Especially when many users are selected (many activities need
to be displayed).

INFO: Another feature of the Gantt view is the ability to reschedule activities via drag and drop. E.g.: to apply the activity to another
user/time, you can easily drag the activity and place it on a specific time/date/user.

Multi-line display of activities in the Gantt-view

Activities can be configured to show up in multiple lines (e.g 3 lines per user). On the one hand, you can configure a display name
and also the associated attribute which is displayed by the group calendar. These settings are made in the settings of the group
calendar. (see Example below)

For the display name, this would be the following syntax: AddGanttAttrDesc[TYPENAME][LINENUMBER]
And the following for the attribute syntax: AddGanttAttr[TYPENAME][LINENUMBER]

[TYPENAME] is the entity schema name

[LINENUMBER] is the line number starting with 1. The very first line is still the subject.

For example, to the appointment of the entity attribute "location" with the caption "location" in the 1 Line. In the 2nd line of the
attribute "requiredattendees" marked "Required" and in the 3rd line a custom attribute which is a “Look up” to the contact which is
called "new_contactid" and the label "Contact".

Furthermore, also still in the Service Activity entity "location" in the first line.

,il\J d [RsaveandCose i S | 0 | Bhprintinword Add Alert <y Actions - @ Hep -
- ) mscrm-addons settings: GroupCalendar
{QP i» SettingsKey
Details: #| | &»Newmsom-addonskey {3 Add Existing mscrm-addons key | <f [x] B | @ X | Eherintinword g Add Alert | More Actions ~
[~ | KeyName | KeyValue | Created On ]
2 1 1031Firma; 1036 |Compte; 3082[Cuents; 1142010 =
10000 1033|mscrm-addons settings; 11/4/2010
oy o001 1033|mscrm-addons key; 11/4/2010
> 10002 1033|mscrm-addons temp; 11/4/2010
10005 1033|Dashboard Chart; 11/4/2010
10006 1033|DashBoard Category; 11/4/2010
10007 1033|Dashboard; 11/4/2010
10008 1033|DCP SPS Site Config; 11/4/2010
Oy w0009 1033|Recurring Activity; 11/4/2010
Or w010 1033/test; 11/4/2010
o w011 1033|Workfiow Queue; 11/4/2010
o wor2 1031|mscrm-MessageTicker; 1033 |mscrm-MessageTicker;  11/4/2010
1010 1033|Contract; 1031|Vertrag; 1036|Contrat; 3082|Contrato;  11/4/2010
1011 1033|Contract Line; 1031 |vertragsposition; 1036 Ligne du ... 11/4/2010
1024 1033{Product; 1031 Produkt; 1036 |Produit; 3082/Producto;  11/4/2010
1038 1033/Sales Literature; 1031 |Vertriebsdokumentation; 1036...  11/4/2010
1071 1031 Adresse; ;30 cdon;  11/4/2010
s anea Dot Bkt 1134 sk Beod 111452030
10f 50 selected. Page 1 b
Status: Active
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Group-Calendar/ Settings

The following settings would be needed for this example:

Key Name Key Value Description

AddGanttAttrDescaccount1 Ort Date 1.Line, Name "location"
AddGanttAttraccountl location Date 1.Line, Attribute "location"
AddGanttAttrDescaccount2 Required Date 2.Line, Name "Required"
AddGanttAttraccount2 requiredattendees Date 2.Line, Attribute "requiredattendees"
AddGanttAttrDescaccount3 Contact Date 3 Line, Name “Contact”
AddGanttAttraccount3 new_contactid Date 3.Line, Attribute "new_contactid"
AddGanttAttrDescserviceappointmentl  Ort Service Activity 1.Line, Name "Ort"
AddGanttAttrserviceappointmentl location Service Activity 1.Line, Attribute "location"

We need to set in which view you want to see the multi-line display. In your case that would be just the day view.

la = £ save and close [ @) Help ~
(el =l o
|
@ mscrm-addons key: Hew
‘-@ 2 Information
Details: & General | Notes |
% ¥ Information @)
“ (€3
3 KeyMame || Owner * |§ Alexander Weiss |.ﬂ|
6&' CachedAttribute  Yes (% No Settings |:‘:} GroupCalendar |.ﬁ|
KeyValue
Status: New

Group-Calendar for MS CRM 4 Page 14
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Create a Settings key

That would be an adjustment with the key name "GanttMultipleLineViews" and the key value "day". Possible values are "day", "week"
and "month". These settings can also be combined. To see the multi-line display, for example, in the day- and week-view, the
following value would be necessary "day, week”.

Alexander Weiss

‘- ‘Microsoft Dynamics CRM

- Switch between Line-
Mew Activity - MewRegord~ | GoTo- Tools~ | 1SV - | isTest | iswebonly isBoth @ and Gantt-View. [~ CRM For Qutlook @) Help =

Workplace GroupCalendar /

Set the time and the
user of the activity with

My Work 3
s o - @Month Wi EWeek Wi ETopDown iew @ &
[2 Ackivities
[ calendar Hew ~ (l/@ List-¥iew | @) \ | 8 [Alexan(ler Weiss v] Friday, 5 Mov 2010
%30 Imparts 5/2010, 04:00 11/5/2010, 08:00 11/5/2010, 12:00 < Maow 2010 >
(21 Duplicate Detecti
& Duplicate Detection I Mame alm Fs:uu rns:uu rnmu 2:00 rna:uu |10:00 |11:00 12:00 |13:00 |14:00 |15: Ma | Tu We Th Fr Sa Su
éQueues _ ! 4511 |2 |3 |4 |5 6|7
@ Articles Wisit Mrs Steiner
) Required: A Company 460§ 9 (10|11 12|13 |14
2] Reports & slexander weiss Contact: A Contact 47[15(16 [17[1819]20]21
gnnnouncements fepiNope: Nope 48 |22|23 |24 |25 26|27 |28
Wi 4929|30
R...
oo

@ DashEoard

£ My Emails

b My Quees s Georg Perhofer -
£p Powersearch

[ GroupCalendar ;‘:II;:i?el\;r Ecker drag and drop.
Customers F3 s James Elliott Contact: -
[ Accaunts : ‘fepfMNope: Nope APPOINTMENT E}‘Settlngs
8 Contacts (5/2010 10:10-14:40 Users:
s Semir Mujkic Semir Mujkic; James Elliott; Georg
Talk to Mr Ecker Perhofer; Alexander Weiss;
STATE: Scheduled
OWNER: James Elliott Which activities should be £
shown:
ORGANIZER/CUSTOMER:
James Elliott @ =2
@ Fax 1
REURRER, @ Phone Call 1
Move the mouse over an activity to b E-mail Ol
Personalize Workplace ... receive important information about it: CONTACT: Letter m
Ao ACtIYIty Type 5 appointment
© Subject VEP/NOPE: P
% Service Ackivity
IS sales Members Nope
§ Organizer
Marketing Options:
Only attendees:
% — rly attendees 1
Only open: 1
Settings TopDown ackivities only [
&4 Resource Center L) F—T—) 3K i | v
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Gantt-View

Drag and Drop

In the Gantt view, you can assign activities using drag and drop to a different time or another user. You can move the activity which

you are holding with the mouse freely in the time line and the lines of different users. Release the mouse button to place the activity
on the desired position.

sroupCalendar
@ Maonth Wisw E whteak Wisws i TopDown Wisw
Pew - [ List-wisw | &) | B |alecander w
117572010, 04:00 11/5/2010, 08:00 117572011
Mame z D00 0500 0E:00 0F ;00 0E:00 o300 1000 11:00 1z2:00
Wisit Mrs Skeiner :
X Fequired: & Company
Q Alexander \Weiss Contack: A& Contack
Yep/MNope: Nope
Wi,
R.
Q Georg Perhofer : .
o
— - In our example the meeting with Mrs
Wisit Mrs Skeiner . . .
8  ames Hliot Required: A Company [} Steiner is switched to another user
Contack: A Contack . .
Yep/Nope: Nope (_]ameS'> Semlr)
Wi,
F.
9 Sernit Mujkic C.
o
GroupcCalendar
E Maonth Wiew ﬂ week View i TopDown View
Mew v [ 32 List-view | ) | 8 [alecander wei
11/5/2010, 04:00 11,/5,/2010, 08:00 11/5,/2010,
Marne z 000 0500 0E:00 07 :0| 0200 09:00 10:00 11:00 12:00 1
Wisik Mrs Steiner
) Required: A Conmpany
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2.11 Recurring Activities

Another feature provided by the GroupCalendar is to create “recurring activities” (Repeating events)
with appointments, tasks, calls and service activities. To create a new schedule the base activity must
already exist.

Creating a recurring activity in Group-calendar (via context menu)

To create a recurring activity in Group-calendar, right-click the activity you want to make “recurring”
from day, week, or top-down view and select recurring activit

‘— Microsoft Dynamics CRM

-~

New Activity ~ NewRecord~ | GoTo~ Tools~ | Isv -~ | isTest | .iswebonly

iJBoth <3 PowerSearch | L3 Ac

Workplace GroupCalendar

My Work *

Qﬂ; Activitios iﬂ Monkh Wiew E ‘Week View

] Calendar Mew » | [= Gantt-view | @)

’; Imports Start End Subject State | Rec

5}2?1 Duplicate Detection
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@ Articles % 03:.00 1930 Meeting ﬂ'_:} Open Activity Schedu... [['_Jn

Iﬂ Reports % 04:30 0E:00 Wisit Mrs Ste Schedu...
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Delete
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4— -Microsoft Dynamics CRM
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Creating a recurring activity from Microsoft CRM (via CRM toolbar)

It is also possible to create a new series from the Microsoft CRM toolbar directly. You need to open the
activity and choose "recurring activity" in the toolbar. As described above, these buttons are available
for activity-types: appointments, tasks and calls.

@Hﬂ@ﬂalwltﬁ%w@}lﬁﬁﬁﬁ%v

Appointment

EH Meeting

Recurring activity dialog

If you followed the steps described above, you will see the following dialog. With the same steps, you
can also modify existing activities (change start-, end-date, change the repeating pattern,...).

It is possible to create several recurrence patterns (see picture). When creating a new recurring
activity, the original start date will be adjusted to the series.

Change recurring activity
Choose your parameters and hit QK to save
Recurrence pattern
(@ Daily
— nore weekend
) Weekly El Ig
() Manthly
() yearly
[T Take ownership
Recurrence range
Range start Range end
05.11.2010 v| |‘1U.11_2E|1E| v|
| ok | cancel |
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Recurring pattern:

e Daily
The activity will be crated for each day. It is possible to ignore weekends.

o Weekly

You can pick the days of the week where the activity should be created. The activity will be
created until the end date you have specified.

() Daily
Weekday:
@ Weekly
Monday |:|Tuesday DWEdnesday Thursday
{2 Monthl
- e [“|Friday [|saturday [¥]sunday
0 Yearly
[ Take awnership
e Monthly

You can pick the day when the activity should be created for each month. (e.g. every 10"). The

activity will be created until the end date you have specified. Again it is possible to ignore
weekends.

) Daily
(= . 14 -

© Weekly Day of month: Ignore weekend
1@ Monthly

) Yearly

[CTake ownership

e Yearly

You can pick the date of the year in order to create a yearly activity (e.g. Christmas-celebration
on 15™ December). The activity will be created until the end date you have specified. You have
the possibility to ignore weekends.

() Daily

118.11.2010 v
() Weekly

() Monthly Ignore weekend

@ Yearly

[¥] Take ownership

Take Ownership:

It is possible to take ownership rights on the created activities, although the base-activities owner is
another user. When a user takes ownership rights, he keeps it until he resets the ownership. If you

create a series, the activities are linked by a new "LookUp” property. This property shows up on the
activities (appointments, tasks, calls).
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Recurring tasks and calls

The group calendar will create tasks and calls the same way as Outlook does. The next call / task of
the series is generated only if the previous task/call is completed, stopped, or deleted. If you want to
create a recurring activity without a predetermined period, the group calendar will automatically
create a time frame for the activity. The start time is the last quarter of an hour in the past from the
foundation and the end 15 minutes after that time. The duration is set to 15 minutes.

Example: When a recurring task is created named "Weekly Status Report" to view and set out every 7
days was leaking (Sunday) and the repetition is set to 10 instances, only one task is generated. The
second Task will automatically be created when the first task is completed, canceled, or deleted. This
habit is similar to Outlooks behaviors.

Changing a series

If you want to change a series which is already created and adopt the changes to the whole series,
simply open the activity, perform the change, save the activity and press the "perform changes"
button in the toolbar of the appointment of the task or the call.

G)HBEES 0IDE B 3R000 b

Appointment

Meeting

Important: Canceled and Completed activities are not affected when you cancel a series due
to time constraints.

Deleting a Series

You can delete a series from the activity itself or directly from the Group Calendar in the right-click-
menu of the day-/week-/TopDown-view.

Group-Calendar for MS CRM 4 Page 20



Instruction 10/11/2010

4 Microsoit Dynarmics CRiM .
iew Aoy - Mew Repord - | @eTa- Tesl - B - LiTer | Lewelonl o Lobem #mm Emﬂi i Qatiaall i el -

Wioricplaon - Grouplakenda
:m 2 HlForet, e ] wesi W t;m-—mj Loy v -]
e E U e G Gt i) | B |ilsands wau - Fruday, &b 20100
al leprts 1% - = Meow ZOLD >
kSt St Mo Ty we Th Fr|§s|5u
i;' a5y [z ]3| [E | ME
1] etiten 468 | 9 1811 (131314
w } } }
= Eeports 2 47 1% 16 178 19|20 |21
i * IR EAF LD
o 5 =] el L
o Lo
O by Cumme
S PorSaart
o gl 4= TE Open Antty (Pestrgh m‘ﬂ.' ; Serlert
1 [ T e
3,.:::. R 7 v e S El B e
(o]
R Cortaers 5 T e deporimart = -
3 —tae pramel- i e
EW T ol Pt Jowir MUPE;
Lo Vo e Wheh, st whoukd be F
hone:
70 4 HesCmsd
-\j Hiows P j L .
Fax Cl
o e e
g" = Lot G el E
A sl ¥
0 Cord L it -
S uonador iorgisoe g= 3 peportmert o
|£ Warkplace T3 beree vty i
| 1) saes 10*
Higedwarvac
| Metetnn =
e e —
= oy
|L=J o L = & Prit Pravviees
| i Reosere Center ' —

Top Down-View

‘- Microsoft Dynamics CRM

New Activity = NewRecord= | GoTo~ Tools~ | ISV ~ | isTest | i weboOnly isBoth b PowerSearch | [} Advanced Find

Workplace GroupCalendar
My Work -3 , )
E% Activitios @ Ionth Yiew E Week Wisw
) Calendar Mew ~ | [=] Gantt-Yiew | @)
kﬁ Tparts | Start | End | Subject | State | Regarding
ggj Duplicate Detection
3, Qusues =l Friday, November 05, 2010 {8)
@ Artickes Fm 04:30 0%:00 WigitM | Open Activity Schedu...
g Reports Lﬂ 0E:00 0700 Tawes —— Open
& announcements @ oran 0800 Ping 1y, %l Recurring Activty Open
@ DashBoard @ 1300 1330 Call M '_J Open Regarding Open
@ My Emails @ 18:00 19:30 Meeti- — — Schedu.. [ A Company
& My Queues 9 1930 2000 WsitD = e Schedu..
Q rnerscn EE T, Csemn
....... ¥
i GroupCalendar o0 2230 Takt 3 Sohedu.
Customers b3 ance
Week-/day-view
“A i i A
Qgﬂa@aalw@%w@mﬂaaa@v
L

Appointment

= Meeting

Activities Toolbar

Group-Calendar for MS CRM 4 Page 21



Instruction 10/11/2010

If you select delete you will see the following dialog:

Are you sure you want to delete the selected activity?

@ Delete only this activity

(") Delete the series

| ok | cancel

You can delete either the activity or the entire series.

Important: Canceled and completed activities are not affected when you cancel a series due
to time constraints.

Cancel Series

You can cancel a series from the activity itself or directly from the Group Calendar in the right-click-
menu of the day-/week-/TopDown-view.
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4— Microsoft Dynamics CRM
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Activities Toolbar

If you select cancel you will see the following dialog:

Confirm cancel of activity

Do you want to cancel the series?

@ Cancel only this activity

(71 Cancel the series

| ok | cancel

You can either cancel the activity or the entire series.

Important: Canceled and Completed activities are not affected when you cancel a series due
to time constraints.

Notification when a series runs out

The owner of a Series will be notified by email when a series ends. This way owners get informed in
case e.g. that the activity needs to proceed in future.
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2.12 Add Alerts

To receive a notification in the form of an alert, open an activity and click on the "Add Alert"-button.

) HBEBR I 0159 1B ITho0 0
T

Final Meeting

Add Alert

Now you will see this window (see below). You can change the title, message, start and end date of the alarm and
save the alarm. You will be notified when an activity starts or is opened. You can also set the alarm to be viewed
and modified by other Users. This action is best suited to remember other users that an important activity is
happening.

g Assign Lser a Allow Edit

Alert Service
@J Add a Message to this Entity

Headline
Message
-
Alert Status Show on Entity Status Start Date End Date
Active [=] Al [=] Mull 3 | ‘NUII 3

[ Deep Search - Search in every data for this dataset.

Save ‘ ‘ Cancel |
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2.13 Print

To go to print preview, click "Print Preview" in the sidebar. Click Print. You can select the number of copies to print
and the printer you want to use.

Print preview

Group-Calendar for MS CRM 4

Friday, November 05, 2010
Start |[End |Subject State Regarding Attendees/Resources Organizer/Customer Owner |Location
Freitag, 05. November 2010
. . Visit Mrs A Company;List, . Alexander
04:30 |05:00 Steiner Scheduled Andreas: James Elliott Alexander Weiss Waeiss graz
06:00 |07:00 [Taxes |Open Alexander
Weiss
Ptm
07:30 (0B:00 |News |Open Alexander
Weiss
Letter
Call Mr Alexander
13:00 (13:30 Hofer Open Weiss
18:00 |19:30 Meeting |Scheduled A Frank Haas; Christoph Alexander Weiss Ale?(ander Graz
Company |Kokely Weiss
19:30 |20:00 Visit Dr. Scheduled Martln_WlIthr_ner BU Alexander Weiss Alegander
Edel 2;Semir Mujkic Weiss
Final List, Andreas;James Alexander
20:00 |20:30 - Scheduled Elliott;Georg Alexander Weiss - Graz
Meeting Weiss
Perhofer;Frank Haas
Talk to Alexander
22:00 |22:30 Mr Scheduled Alexander Weiss .
Ecker Weiss
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Contact

If you have any questions regarding our products please send an e-mail:

support@mscrm-addons.com

PTM EDV-Systeme GmbH,
Bahnhofgiirtel 59,
A-8020 Graz, Austria

Tel +43 316 680-880-0
Fax +43 316 680-880-25
www.ptm-edv.at
www.mscrm-addons.com
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