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There are multiple ways to use the calendar.
List View, Detalil View and Calendar View
- From the list view when you are making outbound calls to schedule
appointments and not collecting any information. This is the mini-

calendar.

- From the contact view where you are collecting notes and scheduling
appointments. The mini calendar and/or follow up date can be selected.

- From the calendar view — most useful when you have a list of
appointments to add at one time, for example a seminar.



Mini Calendar

Contact Manager

93 Rezults

Event Calendar

Monday, Febnuary 10

First Last
Phone
Email
City Zip
County
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Search by Tag W
1163 1263 1363 14 &3
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Last Confact w

Last Updated

Date Added

Status : Actions Taken

Manage Evan Calendar Satings

Search

\
Exclude by Tag

N

’/ Take Action
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Mext Contact Last Action: Note

Louella Barwick
123 Main Street

Salt Lake City, UT 84049
lovela@testemail.com
(435)654-1234
12M6M955

[mpit] ica Jjunetc

Royce Rochin
27 First Street

Mever
MNever
T months ago

Submitted -

Never
MNever

New: Lead importeq
by Margaret Audet.

The Mini Calendar is located on
top of the list view. You can
see 5 days at a time. You can
click on the arrows before or
after the calendar to change the
dates displayed.

MNew: Lead imported from File

by Margaret Audet.
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Adding an Event from Contact View Using Mini Calendar

’ M Create New Event X —
/‘ f—\ 'l: ( Follow Up for Louella Barwick ¥1 ’s
‘ L1 an Day Event? [l Multi-Day Event? Cart Margarat

Dashboard m 02/12/2014 1900w 20:00

Description

Life Insurance Review| ‘

Manage Contact Take Action
Event Calendar 32 Event Calendar Sestings ;
Jg s |
116y 12 £ 1380 1453 ;
N | ‘ Ty Save&GoToNext ‘

To add a event to the calendar from the

\1 contact view decide on the date of the
meeting and click on the green plus

sign. This opens the “Create New

First  Louella Last | Barwick From File Import: , : . .
contact time: Event” box. Fill out the details and click
currently insured: y .
Company preaxisting conditiof Add Event. The event will now be on

nrasrrintinn madieat

your calendar. The contact’s address is
added to the event.
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Adding an Event Time Contact View Using Follow-up Field

First | Jim Last | Hill Additional Contact Info
Company
Email  jim@marketaccessdirect.com

Phone | (856)981-4734

Mobile
Address 5 Old York Road Last Contact Last Update
3 weeks ago 3 weeks ago
Source | Manual Entry
City | Turnersville State | NJ Owner  jimhil
Postal | 08012 Spouse Temperature None When yOU put |n a.
o follow-up date and
ounty
T".
e add to calendar you
Time Zone Best Contact Time[v] status | Defantt PEm— W|" get an emall the
s - Spoee - Follow Up | 2014-02-24 14:00:00 | € night before the
Example: tomarmow 315 pm fOIIOW—up date.
Insurance o %} Add to Calendar

Premium$ Tags



Adding an Event from the Calendar

-

' R |
e | Commnicne | e
Calendar @ Success Education
Manage your time. Creste events. Share with others. Connect with Confacis
27, Event Calendar
{ Today ] { < H » | February 2014 : A ’ { Agenda { Month ] Search
Search by Tz
26163 27 &3 28 &3 2963 30 63 31 &3 183
3:25p Follow Up for.. 2p Fallaw Up far.. Exclude by T
What's Ne
= - o — Another way to add an event to the
calendar is to click on the Success tab
and then Event Calendar.
=X o 1083 11 €3 12 &3 1383 14 &3 1563

7p Falkow Up far..



Filling out the Event Form

Calendar Fill in event name,

Manage your time. Create events. Share with others. Connact with

date and time

Life Review with Bob Jones

O Al Day Event? [0 Multi-Day Event?
21002014 7:00pm | to 8:00pm
21002014

[0 Repeating

Repeats Every: 1 Weeks ﬂ

OnDays: gy B mon O tue [ wea
Ot Ori O sat

Series Ends:

Summary:

Color
HERER
HEN N

Description

4o WYSIWYG

Life Review. Has Medicare Policy. Interested in MOO

O Yes @ Nog
By typing in the person you are
meeting with it will connect their

contact record to this appointment.

1234 Shady Run, Mt. Laurel, N.J 08054 215-535-6666

Shared Event

Taom Smith

Tags

Connected Contacts

Bob Jones

Event Privacy

O Public @ |Private

* Global Event

Event Location

¥

Search

Search by Tag ﬂ
& Allow Shared to Edit

Exclude by Tag ﬂ

What's Next

You can share this appointment with
another agent in your office by

inputting their name here If you
want to allow them the ability to edit
the event check the box all editing.

Text

pd
~

Position

Here you can type in any notes

about the appointment.
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Life Review with Bob Jones 1234 Shady Run, Mt. Laurel, NJ 08054 215.535.6666 Search
Search by Tag :]
O AlDay Event? [ Multi-Day Event? Shared Event ¥ Allow Shared to Edit
2102014 7:00pm to 8:00pm Tom Smith Exclude by Tag ﬂ
2/102014
Tags What's Next
[ Repeating —
Connected Contacts _2@ Settings

Repeats Every: 1 Weeks 1]

Bob Jones

2\‘33‘ Save

A\ 4

OnDays: [Jsun & Mon [ Tee [J wed

O Ofi 0O sat E-vent ana(iy 28 Cancel
O Public @ Private =

Series Ends:
Summary: q
Once you have filled out the event form
Color 1
completely click he save button.
JAEEEEEEEN
S HENTEEE ENE

Description
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‘ Today | ‘ - H - ‘ February 2014 ‘ Day H Week H Agenda ‘ Month | Search
' T — ' - o o ' Search by Tag
I e e e B T
26 (3 270 28 O 200y 30 () 31 1
3-75p Fallow Up far.. Zp Fallow Up far.. Exclude by Tag
ra 5
Life Review with Bob X .
Jones Whats Next
calendar: My Calendar ‘ /‘5 Settings
Location: 1234 Shady Run, Mt 3 - - 5 s i
Laurel, MJ 08054 215-535- . . . . . .
BESE o
Description: Life Review. Has < ‘ *..3 R
Medicare Palicy.
Imarested in MoD Other Calenc
\ @y You can see the event was added to the
e g —— calendar. If you click on the event you

will get a popup that shows you a
glance of the meeting. You can click on
the pencil icon to edit the event.

16 3 17 & 18 G 1963 206 216 2263



Click on the Agenda button to view all upcoming calendar events.
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Calendar View — Agenda AA

REGT

Calendar

Manage your time. Create events. Share with others. Connect with Contacts

Today ‘ - ‘ ‘ > ‘ February 2014 ‘ Day ‘ Week ‘ Agenda Maonth ‘ Search
L r _— \ s " J K 4 Search bv Tag
February 2014
i Exclude by Tag v
fenesiay Follow Up for Jim Hil 5 OId York Road, Turnersville, NJ 08012(856) 981-4734
19 1:00pm - 2:00pm
What's Next
Saturday . . _ ) ) | ?E--d Settings
Follow Up for Jim Hill 5 Old York Road, Turnersville, NJ 08012 (856) 981-4734 =
22 1:00pm - 2:00pm p
" AT | 23 Add Event
Calendars
(@ My Calendar

You have multiple views of the calendar. You can select

Day, Week, Month or Agenda view. The Agenda view is

currently displayed. Here all your appointments are listed
by date and time.




