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1. Welcome

Welcome to the help for GroupCalendar for MS CRM 2011. This document will show
you the functionality and features of the GroupCalendar.

2. User’s Guide

2.1.Introduction

GroupCalendar is an enhancement for Microsoft CRM 2011 that is designed to provide a
comprehensive view of all activities associated with a user or a group of users.

With the GroupCalendar users now can view the calendars of one or many users 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 gives you the ability to view activities in a day-, week- or
month-view.

2.1.1.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 by our telesales department. Native CRM calendaring
did not give the functionality for one manager to see a quick, complete view of a
subordinate’s activities, so we searched for a solution - and found the excellent
GroupCalendar. It allows our telesales department 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.
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2.2.Using GroupCalendar
To access the GroupCalendar, select the side tab button from the HOME of Microsoft
CRM 2011. When you open the GroupCalendar the first time you will see the activities

from today.
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2.3.Side Bar

The Side-Bar is in every view (day, week, month) the sa:'le./‘
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activities of many users at
the same time.

With the ‘Settings’ button
each user can define his own
personal settings of the
GroupCalendar (visibility of
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2.4. Define Groups
1. Open Advanced Find in MS CRM :

2. Change in the “Look For” Drop-Down-Listbox the type to “Users” and select
the criteria’s for the group of users you want to define.

E Advanced Find FTM

13 |l save s = Group AND
@ E ! ﬂ [&{ Edit Columns 2

44 Microsaft Dynamics CRM
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= Group OR
Query | Saved Results New Save Clear Download Fetch
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Show View Query Debug

Look for:  Users
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Select

3. Click ‘Save as’ and give the group a name.

-
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Description

Provide a name and description for this saved view. The name will be visible in the View list,
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4. Go back to the GroupCalendar and open the drop-down list box “Select
Users”. You will see now the new created group “Users with A”. Maybe
you have to refresh to user list. To do this, click on the icon to the left of
the drop-down list box.

@ Month Wiew j Week Yiew j TopDown Yiew j Dray View 2
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| Blusers with A ] - = Mar 2011 =
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14|28 2930|351
S%PTM EDV Systeme GmbH 15
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ﬂ Task
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2.5.Default Settings
Click the ‘Settings’ button on the Side-Bar to configure the look and feel of the
GroupCalendar.

Options:
¢ Default view when opening the GroupCalendar
e Column-width
e Column order
¢ Default user/group selection when opening the GroupCalendar
e Default filter criteria of the side-bar
Settings

Settings dialog. Press OK to save,

Default-View

() Month View () Week View () Day View ) TopDown View [T] Gantt-View as default
Default Group/User

Default User or Group l -

Default Activities

Task [ Only open

D Fax D Only attendees

[“] Phone call Use start and due date for the search

[T E-mail [¥]show awner ({takes mare time)

[T Letter [/] Show Attendees/Regarding {takes more time)
Appointment [Tl po not show workfiow generated activities
Service Activity DTopDown view shows users with activites only

Column Settings (Sort and Width)

Start End Subject State Regarding Attendees/Resources
G0px 60px 200p= Shpx 200p= 150px

] T - b
Default oK | | Cancel

In this window, define the default view when opening the GroupCalendar. Also it is
possible to define the default Group/User and filter criteria.

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.
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This page provides an overview of the day-view. After opening the lines are sorted by the start time. The rows may be resorted by clicking
on any column header. Clicking on a column header once will sort records in ascending order. Clicking the same column header a second
time will sort in descending order.
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J Task
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\;’ Letter
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:”: Service Activity [}
Options:
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Only open: 0

TopDown activities only D
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Double clicking on a row will open the activity in a new form. With the checkboxes in the right you can define which activities you want to

see.

GroupCalendar for MS CRM 2011

Page 10



Users Guide

2.7.TopDown-View
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You can easily drag and drop
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With a click on the day-number
you can switch to the Day-View
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display for

of activities

Different colors

different types

Drag and drop all
activities. You could
change the time of the
activity and also the
user.
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3. Contact

If you have questions to the product send a Email to
support@c360.com



