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Purpose of the add-on

Advanced Scheduling System is an ACT! add-on that creates a calendar in a table format,
allowing the user to easily spot open time slots, schedule and reschedule activities. It does not
replace your ACT! calendar and activities are still created in ACT!. Advanced Scheduling System
is a new easy-to-use interface to visualize and schedule activities.

This visually attractive calendar may be exported to Excel for easy printing and sharing.

How it works

Advanced Scheduling System is very simple. Based on user-defined activity slots, it creates a
calendar in a table format in which each cell is a time slot.

Whenever an activity is scheduled in one of the time slots, activity information is displayed
indicating that the time slot is occupied.

To schedule or edit an existing activity, simply double-click one of the time slots. The standard
ACT! Schedule Activity window will open with the appropriate fields already filled in.

Installation procedure

Download the program file from our download page and double-click it to start the installation.
Follow the instructions and once the installation is completed, run ACT! and open your
database.

An icon should have been added to your Contact toolbar to launch Advanced Scheduling System
directly from within ACT!. If the icon installation failed, you will have to instruct Advanced
Scheduling System to create it. Here is how to proceed:

While your database is open, click the Windows Start button, go under Programs, locate the
Exponenciel ACT! Add-Ons group and click Advanced Scheduling System.

Then go to the Options | Integrate with ACT! menu and add icons or menu items to your ACT!
screens as needed. This way, you will be able to quickly launch the program from within ACT!.
When prompted, accept that ACT! be re-started.

When ACT! re-starts, whatever icons or menu items you asked to be created will be there to
launch Advanced Scheduling System.


http://www.exponenciel.com/products/download_en.htm
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The main screen

When you start Advanced Scheduling System for the first time, the calendar will be displayed
using standard settings (see Setting up your preferences below).

[-S: Advanced Scheduling System g@

File Cptions Help

Daily f Weekly W (=] ‘ €< > Jump to:iToda_l,l vi Filter...

Uzers Monday Mayp 17 Tuesday May 18 Wednesday May 19 Thursday May 20 Friday May 21 (=

1231 Dylan Mouyen

09:00 AM |Alson Mikola 220 @2uih west
Fremant, &2
1231 Ashley Allan 121 Hayleigh Frieda
Chiis Huffman 2131 W Tirg Road 1113 Greenbraok Dr.
Scottzdale, &7 Allen, T
[480) 555-2121 [972) 585-1007
1231 Herman Getter 121 David Daviss
P ay 54 5 Utica 32835 Martan Rd
Tulza, Ok Harmizburg, OR
[918) 5A5-4815 [541] BBA-22R4

10:00 AM | Allizon Mikaola

1231 Greg Hart

22 Acacia dve

M anhattan Beach, Cé
[310) 555-2626

Chiris Huffman

IZ1 Hapleigh Frieda

telizza Pearce 1113 Greenbrook Dr.
Allen, Tx

[972) 5551007

Note: By default, each user is assigned a row for each time period (see Number of rows per time
slots under Setting up your preferences below if you don't want each row assigned to a
particular user)

The toolbar

D zily | "Wheekly AW PM L84 b33 Jumnp b |T.:u:|a_|,| j Filker...

o0 The Daily and Weekly buttons will respectively take you to the Daily or Weekly view

o0 The AM and PM buttons will respectively make the first row or the first PM row the top
row of your table.

0 The << and >> button will move the calendar one week backward or forward (Weekly
view) or one day backward or forward (Daily view).

NOTE: You may also switch views by double-clicking a column header. For instance, in the
above screen, if you double-click "Tuesday May 18", you will switch to the Daily view for May 18.
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The Jump to drop-down list also allows to quickly jump to a specific date:

Jumnp o | Today

Pick a date... ~
Today - 1 vear
1 Taday - B months
UYizelies Today - 3 manths
Today - 1 manth
1zt of previous month
15th of presvious montk

1zt of this manth

=

Today

1zt of next month

15th of nest month
Today + 1 month

Today + 3 monthz

Today + B months

Today + 1 vear bl

The Filter... button opens the Filter Calendar window which allows selecting the users you want
to display in your calendar as well as the type and priority of the activities.

Adding an activity

Filter Calendar

Users

(™ Selected users

Activity lype
[ Cals

(v Al users

[ Show cleared activities

[v heetings
[ Todo's

Activity pricrity

[v High
[v b edium
[v Low

Cancel

To create a new activity, simply double-click an empty time slot or right-click an empty
time slot and choose Schedule in the popup menu. The standard ACT! Schedule activity window

will pop up.

The information is already pre-filled:

(0]

O O0OO0OO0OOo

o

the type is set as per your default activity settings (see Defining a default activity below)
the date is the date of the slot you double-clicked
the time is the time of the slot you double-clicked
the duration is the time slot duration as defined in the Calendar settings window

The with field is set to the currently active contact in ACT

The regarding field is per your default activity settings (see Defining a default activity

The priority is per your default activity settings (see Defining a default activity below)
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You may change any of these pre-filled values. The activity will be automatically added to your
calendar when you click OK.

Schedule Activity

General J Dietailz 1 Recurring Settings ] Advanced Options ]

Activity type: Date: Time: Draration;

| Mesting | 512004 - 03O0 =] [1heur |
weith:

1Nala, M ary [Spaghetteroni's] Ll Cortacts
Begarding: Eriority:

iService Call LJ |Low LJ
Agzzociate with group: Activity Color;

| ~ I -
[ Ring alarm -

[ Show full day banner

Scheduled for: Scheduled by
|Chris Huffran LJ ]Chris Huffrman j

Schedule For/By 5 (i]8 | Caticel |

NOTE:

If there are more activities in a time slot than can be displayed (which may happen if you or
other users schedule activities directly in ACT!), Advanced Scheduling System will display a +
sign icon in the overcrowded slot.

¥ Herman Getter
A4 5 Utica

Tulza, OF.

[918] 5R5-4815

Also a green spot in the icon indicates if the activity has details.

Diylan Mauyen
13 East H4th Street
Mew ork, WY
[212] 555-6706
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Editing/rescheduling an activity

To edit an activity, double-click an occupied time slot or do a right-click and choose
Reschedule activity.... ACT! Schedule activity window will pop up. Changes will be reflected in
your calendar when you click OK.

You may also drag-and-drop activities: to drag-and-drop, press the CTRL key, then select

an activity and drag it to another slot. If you drop it on another user’s slot in “one row per user"
mode, you will be prompted to accept the change of user.

Editing/rescheduling recurring activities

To edit or reschedule a recurring activity, use the same methods as described above.

The only exception is when you want to change the recurring settings (any change
under the Recurring tab of the Schedule activity window). For this, use the Edit Recurring
Settings... command from the menu that pops up when you right-click an activity.

Diylan Nauwen 123 Dylan Mguven
13 Eazt B4l

Mew York, o
[212] FE5-E Reschedule Activity. ..

Edit Recurring Setkings. ..
Wiew Edit Activity Details, %
Send Ackivity. .,

Clear Ackivity, .,

Create Lookup (This cell)
Create Lookup {all cells) |

If you use another method, like double-clicking, using the Reschedule activity... command or
the View/Edit Activity Details... and make changes under the Recurring tab, all changes will be
discarded unless the activity is the first open instance of the recurring activity. As there is no
visual way to know if an instance is the first open one, you should use the Edit Recurring
Settings... command to be sure the changes will be taken into account.
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Creating lookups

If you right-click an occupied time slot, a popup menu will give you access to two lookup
commands.

35835 Dy

54115 Is
Reschedule Ackivity. .. I

Wiew Edit Activity Details, .
Send Activity. .,

IZ: David Daviz % | B Vivian G

Clear Activiky, .,

IEICl Create Lookop (This cell)

5T create Lookup {all cells)
[480) &

Era-a || ol

Create Lookup (This cell) will create a lookup of the contact(s) with whom the activity is
scheduled for.

Create Lookup (All cells) will create a lookup of all contacts with whom an activity is scheduled
in the currently displayed calendar.

You may also select a column or a row and create a lookup of the contacts in this column or row
by right-clicking the header of this column or right.

Time | tonday bay 10 | Tuesday May 11 |
0300 Ak | ES1 William Rosemann IZ31 Steve Reese =1
FARRE et Bl Tnad, 1994 Sun Devil'way, Tempe  13E4
Reset Raw Height | (480] 555-1987 [212]
Create Lookup (Fow) I David Daviz =
rrEsEaTarralTew Britain | 99835 Morton Bd, Harizburg | 436 5
[B55] BA5-3424 [541] BR5-2264 [E19]

Finally you may select contiguous cells and do a right-click to create a lookup.

I3 Steve Reese i 31 Jonathan Sormmer 1= Mary K
1334 Sun Devilway, Tempe {13 Eazt Bdth Street, Mew York 123 Pazta
[480) BRE-1987 i [212]) 555-7345 [555] 555-]
I David Daviz IZ51 ivian Grace

95335 Morton Bd. Harri il e
[541]55;_[23%4 arns% Creake Lookup (Selection) rs
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Resizing columns and rows

You may manually resize any column or row at any time by dragging the cell separator in the
column or in the row header.

03:30 AM

+
-

Sunday Dec. 14 +13 Monday Dec. 15 |

10:00 AM

You may also reset a column width or row height by right-clicking its header.

tdondanbdan 10 i Tuezdan N
1251 William Pie Reset Column WWidth E
433 Country Cl
Eugenueun & Create Loakup (Calumn)
IZ:1 Mam Mara Iz David Dawiz
123 Pazta \Way, Mew Britain - 95335 Marton Fd
[655) BEh-3424 [541]555-2264

To reset all columns or rows (or both) see Settings your preferences below.

Manually refreshing the calendar

If you schedule or reschedule activities from within Advanced Scheduling System (by double-
clicking a time slot or by using the popup menu when right-clicking a cell), you don't need to
refresh the Advanced Scheduling System calendar: the table gets updated automatically. But if
you schedule or reschedule activities directly from within ACT! or if you are multiple users
scheduling activities simultaneously, then use the File|Quick Refresh command to regularly
update your Advanced Scheduling System calendar.

Difference between the Quick Refresh and Full Refresh

The Quick Refresh will just look for activities that have been added or edited since the last
refresh. The Full Refresh will refresh all activities. | you change data in a contact record (like the
phone number), a Quick Refresh will not pick up the change unless the activity has been edited.

A Full Refresh will.

The calendar may be automatically refreshed (Quick Refresh only). See Calendar settings below.
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Setting up your preferences

General calendar settings
Open the Options menu, select Calendar settings....

Under the General tab, you may set up general calendar preferences.

Calendar settings

Generall Eolors] Cells] .-’-'«uto-refresh]

Wieek starts on:

* Sunday
" Monday

bd &t field:

" Compary name

{+ Contact name

Recuring activities check:

v Enabled

Span over multiple cells indicator:

¢ Continued »

Lancel

The "Main field" is the first field that will be displayed in each cell. (You have the option to
display extra fields: see Extra Fields to be displayed in a cell below).

NOTE:

If you never use recurring activities, disabling the Recurring activities check will
speed up the loading of the data.

The span over multiple cells indicator is the text that will appear in subsequent cells when an
activity extends over a single time slot, provided the next time slot(s) are empty. If one or more
of these subsequent time slots are occupied by another activity, this activity will appear in the
time slot rather than the indicator. Clicking a slot with an indicator will open the corresponding
activity.
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Cells and activities colors

Under the Colors tab, you have the option to change the default colors.

Calendar settings

Eells] .t'-\uto-lefresh]

General:

ll:] Grid backaground colors

Inactive time slotz [backaround]
- Uzer names [forecalar)

Activities:
[w Show activity icons
v Use the activity colar (as set in ACT!)
" Alwayps use this color: -

(" Color according to user  Define. .

k. | LCancel |

You may define colors specific to each user by selecting Color according to user. Click the
Define... button to assign a color to each specific user.

-

Color Assignments

“f'ou may azzign a color to each uzer of your databaze;

J &llizon Mikola - Chiris Huffrman
. Melizza Pearce
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Number of rows per time slot

Under the Cells tab, you may define how many rows you want per time slots. By default each
user is assigned a row. But if you do not assign activities to a specific user when creating them,
you may choose to select the Rows per slot option (7).

Calendar settings

General ] Colars

Mumber of Faws:

(« One row per user

™ Faws per siaot: 4

Daily Wiew Cell Sizes:

Standard width: | 1800 Q
Standard Height: | 820

wieekly Wiew Cell Sizes:

Standard Width: | 1800 Set

Standard Height, | 8200 Set

oK | LCancel |

If you do not choose One row per user, activities will be displayed one below the other: they are

automatically sorted by user name.

09:00 AM | Allizan Mikala

Chnz Huffran

Havlzigh Frieda

Melissa P 1113 Greenbroaok, Dr.
elissa Pearce | o0 s

[972] 5551007

09:00 AM

Haulgigh Frieda
1113 Greenbrook Dr.
Allen, T

[97 2] 5551007

One row per user

3 rows per slot

In this case, the option of assigning a color to
each user allows visual identification of the user

(*) Some businesses will not assign the activity to a particular user (a technician for example ) until the day before the activity: they
create a user called "Unassigned" and schedule all activities with "Unassigned". Then the day before, each activity is reviewed and
rescheduled with a technician. If you use this method, choose the "Rows per slot" option and enter the number of users in the

textbox next to it.
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Cell sizes

Under the Cells tab, you may define a standard width and height for your cells. Daily and Weekly
views may have different size settings.

Auto-refresh

Under the Auto-refresh tab, you may setup Advanced Scheduling System auto-refresh feature.
See Manually refreshing the calendar above on why you might want the calendar to be
refreshed.

Depending on your database and hardware, refreshing may take more or less time and be more
or less demanding on your system. We recommend that you leave the prompt checkbox checked
until you know how it affects the use of the program. When you are confident that refreshing can
be handled in the background without your knowledge, remove the checkbox.

Defining your time slots

To define your own time slots, go to the Options menu and choose Time slots... You may define
up to 32 time slots.

Time Slots
Timezlots
Stark tire: Minutes:
7 |ogooooeM =5 | 60
N = .
7 [ioooonsd == | ED
F [1tooooeM o | &0
~ [1zoooopM == | &0
7 |oooooPM —= | 6D
7 |ozoxooPw —H | EO
7 |ogoooopM == | &0
WV |o40000FM  —= | GO
r | = |
| = |
| = |
| = |
| = |
| = |
r = | ]
Cancel |

To add a time slot, check the unchecked checkbox below the last checked time slot.
To remove the last time slot, uncheck it.

Each time slot can have a different duration. Make sure though that time slots do not overlap.
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Weekly Days Off - Holidays

You may want your Weekly Days Off to not appear in the Calendar. For this, go to the Options
menu, select Days Off... Then check the days that you want to hide.

Days Off

weekly Days OIf | Holidays

D ays off:

[ Sunday

[~ Monday

[~ Tuesday
[ wednesday
[ Thursday
[ Friday

[v Saturday

Cancel

You may also maintain a list of your company holidays. If a day defined as a holiday is to appear
in the Calendar, its background color will be set to the inactive time slot color.

Days Off
‘Weekly Days Off | ]
5 /2042004 | fdd
[ ate | D escription | i [Ciglete
11/27/2003  Thanksagiving g
12/28/2003  Chiistmas
14172004 Mew 'ear
11742004 F artinn Luther King Day
2/6/2004 President's Diay
5A14/2004 Test
B/31/2004 temarial D ay
7442004 Independance Day
9/6/2004 Labor Day
1041172004 Colombus Day |
1141142004 Veteran's Day hdl
ak | Cancel |

To add a date, choose Holidays... under the Options menu. Then simply select the date in the
dropdown calendar then press Add. You will be prompted to enter a description. The description
will appear in your calendar as the title of the column (in lieu of the date).
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Fields to be displayed in cells

Besides the contact name or company name which is automatically displayed in the cell, you

may display up to 6 contact fields or activity fields. Select Fields Displayed... under the Options

menu.

Check the Line checkbox if you want a new line to be started with the field. In the example

Extra Fields to be displayed

Daily wiew ] Weekly view]

Select the extra fields you want to appear in the schedule:

Line  Label

Vo |Address 1 -
T |City -
| | state ]
Vo |Phane |
~ | []
] | [ |

LCancel |

above, the Address 1 field will be displayed on a new line, followed by the City on the same line.

Then the Phone field will be on the next line. And on the next line the Scheduled For field.

You may choose to display different fields in the Daily and Weekly views. The
Regarding fields and Details field which are typically longer are better suited to be displayed in

the Daily view than the Weekly view.

Default activity

When you double-click an empty slot in the Calendar table, the standard ACT! activity windows

is displayed and most fields are automatically filled by Advanced Scheduling System. The type,
priority and regarding fields are filled based on a default activity (see The main screen above).
These 3 parameters of the default activity may be changed: go to the Options menu, choose

Default activity....

Default Activity

Type:
Pricrity:

Regarding: |

Default zettingz for the activities created by the programm:

Meeting v]
Lo hd

LCancel
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The Scheduled For user is automatically selected if you are in one-row-per-user mode (see
The Cells tab of the Options window).

Settings File location

If you are working on a network and you want all users to share the same settings, you simply
have to share the settings file. For this, use the Settings Location... command under the Options
menu. To point to a common settings file.

Printing the calendar

To print the Advanced Scheduling System calendar, choose the Print command under File. The
calendar will be printed the way it appears on screen, including colors if you use a color printer.

Print \

Printer:

Mame:  |Lewmark Optra M412 (M5) |

LCancel
Page range: MHumber of copies:
Fage Setup...

o pl 1 j
" Pages:
Orientation: -
Enter page numbers and/or page )
ranges separated by commas. " Paortrait

For example. 13512 (+ Landscaps

The page setup screen

The Page setup window which you can display either by choosing Page Setup... under the File
menu or by clicking the Page setup... button of the Print window gives you the ability to add a
header and a footer to your calendar. Both will be centered and repeated on all pages.

The &[Page] keyword serves as a placeholder for the page number. It will be replaced by the
page number when printing. It may be used in both the header and the footer.

To control page breaks, you may set a maximum number of rows to be printed on one page. This
number does not include the column header row which is automatically repeated at the top of
each page. By specifying a number of rows, you can make sure that a time slot is not printed on 2
pages. For instance, if you have 4 users and choose to limit each page to 40 data rows, each page
will display 10 time slots, provided the page is high enough.
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Page Setup

Header;

Marging (inches]:

Week of Dec. 7

Fan...

Limitz per Page [optional]:

tax # of data rows: an
tax. # of data columng: 1_

Left: 025
Top/bottom: 0.25
Foater:
Page &[Fage]

Fant...

LCancel

You may also limit the number of columns. This number does not include the Time and Users
columns which are automatically printed on each page. Note that if there are more columns to
be printed than the maximum number, the extra columns will be dropped rather than printed
on a different page. Also no matter the number of columns to be actually printed, they will be

shrinked to fit on one page.

Exporting to Excel

Provided you have Excel 2000 or higher installed on your computer, you may export the data as

displayed in Advanced Scheduling System.

To export to Excel, open the File menu and choose Export to Excel. The following window

appears.

Export Settings

Template:

E xport options:

v Include date row

v Include time column

Iv Ew=port background colors
v Ewxport activity colors

[v Export colume widths

|E:\F‘n:ugram Files'"Advanced Scheduling System‘.advzched_templ Browse...

Top Left cell for the D ata range:

Calurnn : ]_,_\,T Row : ]1_

v Include extra fields [

v Add borders around data cells

[¥] Thiz option may zighificantly increaze the processing time.

Cancel

The export process uses a regular Excel template. A basic default template is installed with the

add-on: it is called advsched_template.xlt and is located in the add-on folder.
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You may open this template with Excel, modify it to your liking then save it under a name of
your choice, so that the formatting is saved ready for the next export. You may have as many
templates as you want and they may be located anywhere on your computer's hard drive or on a
network.

Before you press the OK button to start the exporting process, you may choose from a variety of
options. Note that these options will be saved and associated with your template name, so that
the next time you pick a template the same options will be restored.

The options are the following:

(0]

(0]

You may include any of the 2 fixed columns or row (date and time). If you already
included them in your Excel template, you will want to uncheck these 2 boxes.

Export background colors will make the background of the Excel cells the same color as
in your Advanced Scheduling System table.

Export activity colors will color activities using the same color as in the table.

Add borders around data cell will add a border around each cell or around each activity.
It may be useful if you choose the Export color scheme or Include extra fields options.
Export cell sizes will make your Excel document use the same row or column widths as
in the table.

Include extra fields allows to export the extra fields that you set to display in your cells. If
not checked, it will only export the primary field. Note that if you choose this option, the
processing time will more than likely greatly increase.

Here is an example of output to Excel.

A, B C ]

23| 09:00 AM |Allison Mikola (I3 Jonathan Jenkins
24 Jonathan Jenkins

25 Circle Photography

26 [214])555-9577

28 Annual review

30 Chris Huffman

a7 Melissa Pearce IZ3] Morty Manicotti
35 Moty Manicoth

39 Corlecne’s Pasta Company
40 [480)555-3853

42 Review personal files infarmation

44 | 09:30 AM |Allison Mikola |E3 Dr. Deiter Brock
45 Dr. Deiter Brock

4k CPaT

47 +682 [33) 021
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Adding an icon or a menu item to ACT! to launch Advanced Scheduling System

As with any of our add-ons, go to the Options | Integrate with ACT! menu to display the
Integrate with ACT! window and add icons or menu items as needed. Menu items are added to
the Tools menu.

Support

For support, please contact support@exponenciel.com.

Rev. June 26, 2004 —v.2.3


mailto:support@exponenciel.com
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