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To create a series of recurring activities:
e Create a new timed activity in the CDS Calendar.

@ Activity Detail
Last Mm,First | Priotity |N0rmal 'w|  CreatedBy [pEmo
TypeiSub | Meeting ||| Team Building  |s|  Status active | Crestedon  [o1j13/2006
Keywords 1Business Assigned To I
DusDate [ [erivate [ Tertative [ITracked - Participants
j-;
Subject lweekly Staff Meeting [} ﬂ
Place iSrd Floor Conference Room Send E-mall Tnwvitations Userlame I? |
DEMD) |=|
- ED i
Start Time | Fi 1/13/2006 || |os:30 am [ 14l day event T o
End Time | Fi 1/13/2005 [ﬂJ | 1030 &M |+ MARK !
e ——— MIKE !
[ ] reminder MAMCY |
Reasan :
Prospect Progress, Project Development, Goal Review |
. |
[ sl

Opklons Recurring...]’_ Help ]

Figure 1: The Activity Detail window.

e Enter the details of the activity and click the Recurring button on the bottom of
the Activity Detail window.

o Define Pattern of recurrence and establish Range of recurrence using options
in the Activity Recurrence window.

FDAA '

©2004 E-Z Data, Inc. is a registered trademark of E-Z Data, Inc.



f = =}

_| Activity Recurrence | The start and end
Appointment time 4 times and duration
— are inherited from
| start_| [o2:30 am End | [10:30 M Duration | 1 hour v the Activity Detail
screen.
Recurrence pattern
Define the
) Daily Recur every 1 week(s) on; <« | | Recurrence
(@ weekdy [ ]5unday [ IMonday [ Tuesday [ |wednesday Pattern. Options
) Merithly will be determined
[ ] Thursday Fridawy [ |5aturday by recurrence
) Yeatly selection.
Range of recurrence | | Define the Range
(%) End after 10 occurrences 4 [ | of recurrence.
|ﬂ| |D1"113"12DDE' Range determined
JEnd by End | | 1) by date or number
of activities to be
created.

[ (8] 4 ] [Cancel ]

Figure 2: The Activity Recurrence window.

o After defining the Recurrence pattern and establishing the Range of
recurrence, click OK.

e Click OK in the Activity Detail screen to schedule the activities.

How to rescheduling a recurring activity:

e Inthe CDS Calendar, right-click on one instance of a recurring activity to open a
context menu.

e Select Reschedule in the context menu.
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Figure 3: The Activity Context menu (Reschedule option highlighted).

e CDS will open a prompt with options to reschedule only the selected instance of
the series of recurring activities or to reschedule the entire series.
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__ Reschedule Recurring Item

“Weekly Skaff Meeting' is a recurring appoinkment, Do you wank bo reschedule only this occurrence
or the series?

(#) Reschedule the occurrence

() Reschedule series

[ (0] 4 ] [ Cancel ] [ Help ]

Figure 4: The Reschedule Recurring Item window.
e Select the appropriate option and click OK.
Rescheduling one occurrence -

e Selecting the Reschedule the occurrence option will open the Reschedule
window for the selected instance of the series of activities.

-,

~Reschedule - Mon, Jan 16, 2006 - DEMO

To reschedule your activity, select the day of the month on the left side of this window and the time of
the day on the right side, The duration of the activity can be adjusted after closing this windaw,
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Figure 5: The Reschedule Activity window.
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e Reschedule the activity as needed and click OK.

Rescheduling a series of activities —
e Selecting the Reschedule series will open the Activity Recurrence window

(see Figure 2).

¢ Reschedule the series as needed by updating Recurrence pattern and Range
of recurrence options.

¢ When finished, click OK.

How to make modifications to a recurring activity:

e Double click on one instance of a recurring activity in the CDS calendar.
e CDS will open a prompt with options to make modifications to only the selected
instance of the series of recurring activities or to modify the entire series.
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'@} Cpen this occurrence.
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Figure 6: The Open Recurring Item window.

e Select the appropriate option and click OK.

e Make modifications in the Activity Detail window.

¢ When finished, click OK and the selected instance or the entire series of
activities will be updated, based on your selection in the Open Recurring Iltem

window.
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