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There are multiple ways to use the calendar. 
 

List View, Detail 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. 
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Mini Calendar 

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. 



To add a event to the calendar from the 

contact view decide on the date of the 

meeting and click on the green plus 

sign.  This opens the “Create New 

Event” box.  Fill out the details and click 

Add Event.   The event will now be on 

your calendar.  The contact’s address is 

added to the event.  

Adding an Event from Contact View Using Mini Calendar 



Adding an Event Time Contact View Using Follow-up Field 

When you put in a 

follow-up date and 

add to calendar you 

will get an email the 

night before the 

follow-up date. 



Another way to add an event to the 

calendar is to click on the Success tab 

and then Event Calendar.  

Adding an Event from the Calendar 



Fill in event name, 

date and time 

Filling out the Event Form 

Event Location 

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. 

By typing in the person you are 

meeting with it will connect their 

contact record to this appointment. 

Here you can type in any notes 

about the appointment. 



Once you have filled out the event form 

completely click he save button. 
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You can see the event was added to the 

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. 

Adding an Event from the Calendar 



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

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. 


