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Introduction

The CDS 6.0 Calendar Module introduces newly added features and enhancements designed to provide
our users with a more effective and efficient means of managing activities. Most of these added features
are customizable to meet the users’ needs and preferences.

Activity Options

In CDS 6.0, aside from the system default priority choices for an activity, the user can define their own
custom priority settings and also assign font colors for custom priorities.
The system default priority choices are Normal, Urgent, Important, Tentative and Others.

Priority Color Coding

Mormal
Urgent
Important
Tentative
Others D

Customl
CuskomZ
Custom3
Custom4

Cuskoms

To add new priority choices:
1. InCDS, open an Activity Detail dialog box.

€2 Activity Detail

Last Mm,First |

Prioriky

TypeiSub | Appoinkrnent

“|

b | Skatus

Ackive

“raabad

By |DEMO
n |o1/z4)z006

Keywords | Assigned To  |DEMO Field Help. ..
Cue Date 1 [Private [1ent Desc Field Help. .. ks
.J'_;—
spell check...
Subijeck | d "
Field attribute. .,
Place | [senc = erlame b
Cuk Chrl+
Start Time | Mon 1/30/2006 v | [08:00 A ] el E
Copy ChrHC
EndTime | Mon 1/30/2006 v | [DB:15AM paste —_
CJreminder
Reason
w
[ oK I [ Cancel ] [Eecurring...] [ Help ]

2. From the Priority drop-down menu, select either an existing priority or highlight a blank choice.
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3. Right-click on the field and then select Choice from the expanded menu to open the Choice Options —
Priority dialog box.

B Choice Options - Priority E]
Add Mode
e

Important
rgent
Cikher

| Save | [ Cancel ]

Sork Order
(%) System Default () Ascending ) Descending

(o | [ ]

Click the Add button.

In the Add Mode field, enter the custom priority (i.e., Personal) and then click the Save button.
Click the Close button.

The newly added priority now displays in the Priority drop-down menu.

To assign a specific color for the newly added priorities, in CDS, click the Database menu to display
a list of options.

9. Select the Modify Current User’s Profile option to display the Personal Information tab.
10. Click the Activity Options tab.
11. In the Priority Color Coding section, the newly added priority displays.

N A

Priority Color Coding
Mormal -I Personal

Lrgent -I Cuskomz

Important D Cuskoms -l

Tentative Cuskom4 Ij
Cthers D Cuskoms

12. Click the color block next to the added priority.
13. The Color dialog box displaying the different colors opens.

14. Select the appropriate color and then click the OK button. The priority color coding will take effect
on all of the Calendar views in CDS.
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Calendar Views

The DayView, WeekView and MonthView Calendars have been updated and optimized to provide a clear
and easy way to review activities. All Calendar Views now include the User Name in the title bar as
shown below. Group or All User views are noted as well.

i DayView - Wednesday, January 18, 2006 |_'. _||_'|:| |F$_<|
all Day Events To Do List
2
Hame Type Status A
- | |
7 gtz
-
Al B
r =4
8 B
A — 4|1
=
9 [
=
A [
=
10 -
AN [
-
11 - 2
< ¥
AN ¥ | = —

In CDS 6.0, the DayView, WeekView or MonthView Calendar can be set up to display upon login.
1. From the CDS desktop, select Modify Current User’s Profile from the expanded Database menu to
display the Personal Information tab.
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2. Click the Misc. Information tab.

3. From the Miscellaneous Options section, click the Startup Module drop-down menu to open a list of
options.

I User, Profile

Perzonal Infarmation Security [nformation Contact Optiohs Activity Optiohs Palicy/Investrent
Outaak Inteqratian 1 Proxy List 1 Things Done 1 Mizc. Information 1
ModemPhone Information Miscellaneous Options
Dialing Method Word Processor |E-Z Editar W
Startup Module Dayhiew b
Contack
Hourly Rake Advicor
spell Check before Sending E- Egigess

Save Copy of Message in Sent Investment
[ ]Prompt: Border :

Week\.l'lew
Show Field Help Marikhigws

. Letter
Spreadsheet Alternating Shad Pending Case Management

[ Classic Crystal Reparts Carrier Insurance
Internal Messages

I (0] 4 H Cancel ” Help ]

4. Select the DayView option and then click the OK button. The next time the user logs back into CDS,
the DayView calendar will display.
DayView

Navigate through the different views of the DayView calendar by clicking on the DayView button. The
spreadsheet is displayed in alternate shading; this makes it easier for the user to read information across
spreadsheet rows.

= DayView - Wednesday, January 18, 2006, - DEMO

< %a il F= [ ?@3 e B HE
::' Hame w Status Type Priority Reason f

Spreadsheet Alternating Shading is an option which can be turned on and off based on the users’

preferences.

1. From the CDS desktop, select Modify Current User’s Profile from the expanded Database menu to
display the Personal Information tab.
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2. Click the Misc. Information tab.

M User Profile

Perzonal Information

Contact Dptiohs
] Things Done

Security [nformation
1 Frosy List

Activity Dptiohs

Dutlook, Integration 1 Mizc. Information 1

MaodemPhone Information
Dialing Method

Miscellaneous Options

W'ord Processor |E—Z Editor

Startup Module |Day'v'iew

Hourly Rate |

Spell Check before Sending E-mail
Save Copy of Message in Sent Faolder
[ ]Prompt Border
Show Field Help

I Spreadsheet Alternating Shadingl
[ ] classic Crystal Reparts

| ok |[ Cancel ” Help ]

3. From the Miscellaneous Options section, the Spreadsheet Alternating Shading option is selected by
default. This option controls the alternate shading for all of the spreadsheets throughout CDS. If the
user turns off this feature, it will affect all spreadsheets throughout the application.

WeekView

A feature has been added for the WeekView calendar where the view can be expanded to allow more data
to display. In the past, it has been difficult to tell which activity belonged to which user from the All

Users calendar view. This has been resolved in CDS 6, where the name of the owner of the activity is now
displayed in parenthesis.

= WeekView - Wednesday, December 7, 2005 - All Users

05 Monday 06 Tuesday 07 wednesday

03 Thursday

09 Friday

|T_| 2005 |:, All Day  (W)-Big Bear Lake-Ski weekend v |05:00 &M Y. Yamagatala)-Los Angeles (R) |09:00 &M (4)-Dr, Cane's Office-Dental ap
Jan |Feb [Mar [Bpr [May [1un 01:00 PM [(T)-Arrive Home 09:00 AM |G Mimersheim{a)-Culver City (R |10:30 aM G.Laymen(C)-Everatt (R)-Inves
W |Aug |Sep |Oct [Mov TR 05:00 PM 3 Halverson{a)-Montebello (R | 11:00 40 1.Le Duguels)(ED)-Pasadena (F [11:30 M E.Kilingertas)-Rosemead (R)-Lur
Moon (A j-Green Street Restaurant-Lu
Moon (AIMORMAY-Green Street Rest
LlZ2lls 0230 PM F.Bartelol &) (MORMA)-Sauth E |
HE R EERE 03:00 PM R.WalshiA)-OFfice-Tax Review
11 112 [13 |14 [ 15 |16 | 17
15 |19 20 (21 [22 |23 |24
25 (26 |27 |28 |29 (30 |31

10 Saturday

11 Sunday

03:00 &M 5. Alexander(4)-Glendora (R-f
02:00 PM [(C3-Call with ATT

02:00 PM [(CIED-Call with AIT

02:00 PM [(CHEILEEM)-Call with AIT
02:00 PM [{CHNORMA}-Call with ATT
04:00 PM O'Dell & Associskesia)-Front Co
04:00 PM O'Dell & Associakes) ) ED)-Fror
04:00 PM O'Dell & ﬁssociates(n
04:00 PM O'Dell & Associskes) &) MARK)-F
04:00 PM Q'Dell & Associakesi AJ(MIKE)-Fr
04:00 PM O'Dell & Associskest 83 MANCY)-
04:00 PM O'Dell & Associskest 8} MORMA)

0300 AM H.Chung{Al-Los Angeles (RU-Ac
10:00 &M 5. Hallston{A)-Pasadena (B)-Enc
02:00 PM |E.Hotleyw{ Ci-Los angeles (R)-Re

11:00 am {A)-Bistro 42-Client Appreciatior
11:00 AM (ANED-Bistro 42-Client Appreci
11:00 &M (ANEILEEM)-Bistra 42-Client Ap)

11:00 &M (ANMARK)-BistroAaClicnk
11:00 &M {ANMIKE)-Bistro
11:00 AM {8 MANCY-Bist
11:00 &M (AIMORMA)-Bist

j,} Subject - Golf with Joe
Meet Jog abt LFCC & 2:30

]

02:30 PM 3. Ackerman(M)-Los

Client Data System® v6.0 — Calendar Module Enhancements User Guide

Revised: 03-02-06
Page 5



In addition, when the user places the cursor over an activity, a ToolTip will display the Subject and the
Reason of the activity as shown above.

All Day Events

In previous versions of CDS, when an all day event was created, it would block out all of the time slots
for the day. In CDS 6, a separate section has been added for All Day Events to the DayView and
MonthView calendars, where it displays the All Day Events activities but does not mark them as busy.

# DayView - Wednesday, January 18, 2006 - DEMO M=
all Day Events To Do List

L. JE= . :

P =2 VYD § 8
Hame Type Status =

| |

B 4

-

-

-

-

-

-

-

-

= v

< *

In the MonthView calendar, the All Day Events are shown in gray on top of the grid for the selected day.
This makes it easier for users to differentiate regular activities from All Day Events.

#. MonthView - Wednesday, January 18, 2006 - DEMO FEX
Al Day Events
IQ ‘fear Iﬂ JEII'IUEITY 2006 M.AckermaniA-Conference Room-Sales Meetin
IQ Month
Sun Man Tue e Thu Fri Sat
Jan 1 2 3 4 5 ] 7 o
| AM
g El 10 11 12 13 14 8
- A
15 16 17 1] 19 20 21 9 E
- AN
22 23 24 25 26 27 28 1 0
= AN
29 30 31 Feb 1 z 3 4 11
AN
g & 7 & E 10 11 12
naon
1 ot
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Recurring Activities

The new recurring activities interface makes managing recurring activities much more efficient. CDS 6.0
makes it easy to modify a single instance of a recurring activity or make modifications to a whole series

of activities.

1. In CDS, create an activity and then click the Recurring button.

€2 Activity Detail

Lask Mm,First |F\ckerman, Jaseph Priarity Mormal w Created By |DEMO
Type/5ub |Ca|| L4 | | v | Status Active w Created On  |01/31/2006
Keywords | Assigned To  [DEMG
Due Date I [IPrivate [ Tentative [ITracked  Participants

-
Subject [vveekly Cal
Place |Conference Room []=end E-mail Irwitations Userlame G
Start Time ‘Weu:l 2/ 12006 w | |EI‘3:EID P [ a0 day evert L
End Time ‘W’ed 2/ 102006 | 10:00PM
[ reminder
Reasan
To follow-up on issues and projects

L'
l [0]'4 l [ Cancel l [thinns. . ] |§Eecurring. . | l Help l

2. The Activity Recurrence dialog box displays.

M Activity Recurrence

3

Appoinkrnent Eime
Start | [0%:00 P End | 10:00 PM Duration
Recurrence patkern
) Daily Recur every 1 week(s)on;
(&) Weekly [ 5unday [(IMonday  []Tuesday Wednesday
Monthl
© tonthy [ ] Thursday [ Friday []5aturday
i vearly
Fange of recurrence
Skark I ||:|2.'":|1."2':"35 _JEnd after 10 occurrences
(%) Erd by End | 12/27 2006
| ok | [ Cancel ]

The Start Time, End Time and Duration is automatically populated from the Activity Detail dialog box.
By default, the Recurrence pattern is set to Weekly. The concept of the recurring activity in CDS is

similar to the one presented in MS Outlook.
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Modifying an Occurrence of a Recurring Activity
1. Double-click the recurring activity to open the Open Recurring Item dialog box.

B Open Recurring ltem

"“Weekly Call'is a recurring appoinktment, Do you want o open only this occurrence or the series?

~

'@} Cpen khis occurrence,

) Open the series,

-{:':;-I .
U

ook [ Cancel ] [ Help ]

2. Select the Open this Occurrence option and then click the OK button to open the Activity Detail
dialog box.

3. Make the necessary modification to this occurrence and then click the OK button to save the
modifications.

Modifying a Series of a Recurring Activity
1. Double-click the recurring activity to display the Open Recurring Item dialog box.

B Open Recurring ltem

"“Wieekly Call'is a recurring appoinktment, Do you want bo open only this occurrence or the series?

O Cpen khis occurrence,

(%) Open the series,

-L':':;-I. Y
. .

| ok | | cancel | | Hep |

2. Select the Open the series option and then click the OK button to open the Activity Detail dialog
box.

3. Make the necessary modifications and then click the OK button. The modified data will be reflected
for the series of the selected recurring activity.
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Deleting an Occurrence of a Recurring Activity

1. Right-click a recurring activity to display a list of options.
2. Select the Delete Current Activity option to open the Confirm Delete dialog box.

B Confirm Delete E|

“Weekly Call' is a recurring appointrent. Please select appropriate action,

{*) Delete this occurrence
() Delete the series

) Delete all the future occurrences

I oKk [ Cancel ]

3. Select the Delete this occurrence option and then click the OK button. This will only delete the
selected occurrence of the recurring activity.

Deleting a Series of a Recurring Activity

1. Right-click a recurring activity to display a list of options.
2. Select the Delete Current Activity option to open the Confirm Delete dialog box.

B Confirm Delete g|

"“Weekly Call'is a recurring appointment, Please select appropriate action,

() Delete this occurrence
(%) Delete the series

Delete all the Future occurrences

I ook [ Cancel ]

3. Select the Delete the series option and then click the OK button. This will delete the recurring
activity series.
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Deleting Future Occurrences of a Recurring Activity

1. Right-click a recurring activity to open a list of options.
2. Select the Delete Current Activity option to open the Confirm Delete dialog box.

B Confirm Delete E|

“Weekly Call' is a recurring appointrent. Please select appropriate action,

() Delete this ocourrence
() Delete the series

() Delete all the future occurrences

I oKk [ Cancel ]

3. Select the Delete all the future occurrences option and then click the OK button. This will delete all
the future occurrences of the recurring activity.
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