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Introduction

Welcome to Appointment Calendar!

So what exactly is Appointment Calendar?

It's an easy-to-use application for scheduling appointments. Appointment Calendar is an add-
on for PhonePad 5. It is a multi-user network-based appointment scheduling application

(that's a mouthful).

You can manage appointments for multiple users, or just one. Appointments can be booked
with a minimum amount of clicks.

It integrates with the PhonePad 5 database and communicates via the PhonePad 5 Server, so
there is no duplication of data. The contacts that appear in the Appointment Calendar are the

same contacts that appear in PhonePad and its Address Book.

Features of Appointment Calendar include:

Intuitive user interface makes it easy to use.

Day, Week and Month calendar views.

View appointment details by hovering mouse cursor over an appointment.
Repeat (recurring) appointments.

Easily find next appointment for any provider.

e Copy all details of an existing appointment to a new appointment.

e Various appointment types (Standard, Concurrent, Personal, Breaks, Leave, etc.)
Configurable main toolbar.

12 or 24 hour time format.

Dates adjust to your local settings.

Printouts and reports.

Complete history of all appointments.

Plus more.

Like PhonePad, Appointment Calendar is an evolving product that will continue to be
enhanced over time. We welcome any suggestions and feedback you may have.

We hope you enjoy using Appointment Calendar and find it a valuable tool for your business
or organization.
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I: Appointment Calendar is not available as a separate application.
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Installation

There is no need to install Appointment Calendar. When you install PhonePad (or update it) a
trial version of Appointment Calendar is also installed.

Appointment Calendar is installed as a 60 day trial version. Although it is included with
PhonePad, it is a separate purchase and has its own license.

Just like PhonePad, when you license Appointment Calendar it changes from a trial version to
a fully licensed version.

H_ Appointment
m = Calendar

Thank you for trying PhonePad 5 Appointment Calendar. You can try Appointment
Calendar for 60 days free of charge.

Once the trial period has expired, you wil need to purchase Appointment Calendar to

continue using it. There is no need to reinstall Appointment Calendar after purchasing a
license.

We have been in business since 1995 and we are here to help any way we can.

For more information about Appointment Calendar or PhonePad, please contact us or visit
our website.

Website: www.cybercom-software.com
Email: sales@cybercom-software.com

support@cybercom-software.com

Telephone:  1-866-806-2144 (Toll Free in US and Canada)
1800-856-453 (Tell free in Australia)
1-917-781-3940 Intemational

You have 60 days left of your 60-day trial.

[I- ContinueTriall i@ BuyNow| |,0 Licensel “3— Exit |
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Terminology Used

You will see the word "Provider" mentioned through Appointment Calendar and the
documentation. If you don't want to use this term you can change it via the User Label in
Admin Settings 1

This is a generic word for users providing some sort of service to clients. "Provider" seemed
more appropriate than "User" in this situation.
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Getting Started

This section will guide you through getting started with the Appointment Calendar.

Setting Up Appointment Calendar

There are a few simple steps that need to be done before you can start using Appointment
Calendar.

1 - Providing Calendar Access

Before users can start using Appointment Calendar, a PhonePad manager or administrator
needs to give users access to the appropriate calendars of other users.

1. In PhonePad, select the Manager tab.

2. Click on the Manage Users button.

‘Bl PhonePad 5: Steve (Fluffy Rabbit Corporation)

E Tools  View Manager System Admin  Help

gmeXFoldersYFollow Up\<5etting5 Manager \<Sy5tem Admin He
R EHEHO a

= ® () o

3. The User Management screen will appear.

A

User Management x
Username User Type Enabled Expires Expiry Date  Hidden Last Login IP Address 2 ’5) Add ]
Admin System Admin Yes Na No  14/05/2021 931 am 192.168.0.238
Aimee Manager Yes Na No  20/06/2018 9:40 pm 192.168.0.14
Ali Standard User Yes Nao Na 2. Delete
Annie Standard User Yes No Na
Bill Standard User Yes Nao No  23/04/2019 2:32 pm 192.168.0.12
Cynthia 0 Standard User Yes No Mo  4/02/2019 1:48 pm 192.168.06
Dave Standard User Yes No No

Standard User Yes 29/01,/2 pr 9 3

Standard User Yes 31/05/2018 425 pm 19216803 iClenhy
John Standard User Yes No No  7/12/2019 9.28 am 192.168.0.33 _ Auto
John Smith Standard User Yes Mo Mo 18/02/2020 2:23 pm 192.168.0.33 -
Joshua Standard User Yes No No 0 sms
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4. Select a user from the list.

5. Click the Calendar button.

6. This screen allows you to give the selected user access to other calendars.

s

£

Appointment Calendar Access for Jane

You can grant Jane access to the Appointment Calendars of other userse
50 that they can manage appointments for them.
User Calendar | *
Admin O]

Aimee O]

Ali

Annie
Bill
Cynthia
Dave O]

Jane O
Jennifer o

John

John Smith O]

Joshua L]
Madeline
Maria O]
Mike []
B2 Check | |BE Uncheck

© Help

7. Access is given by setting each user's check box to checked (or uncheck it to remove

access).

8. Click OK to save these settings.

9. Repeat steps 4 to 8 for each user that you want to give access to.

calendars.

The Check and Uncheck buttons provide a quick way to check or uncheck all of the user
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2 - Admin Settings

Now it's time to launch Appointment Calendar so we can have a look at the Admin Settings.

1. Click the Appointment Calendar button on the Home toolbar tab.

‘G PhonePad 5: Steve (Fluffy Rabbit Corporation) - m] x

file Tools View Manager SystemAdmin Help o
/ Hom;\/ Foldemvfollow Up\/Senings\/ManagefvSmem Admianelp

LLPEMESO- e o msah BSEE DO

E Inbox A l@, Inbox |A1| Messages ~
l'z,, QOutgoing 4 Search 2!
2 Sent @ @ & EID Date = Caller Company Subject

= =E] 21302 14/05/2021 9:48 am Steve 0000 e Test Messaae.

2. If Appointment Calendar is in Trial mode, click the Continue Trial button when the Trial
screen appears.

H_  Appointment
I. Calendar

Thank you for trying PhanePad 5 Appointment Calendar. You can try Appointment
Calendar for 60 days free of charge.

Once the trial period has expired, you will need to purchase Appointment Calendar to

continue using it. There is no need to reinstall Appointment Calendar after purchasing a
license.

We have been in business since 1995 and we are here to help any way we can.

For more information about Appointment Calendar or PhonePad, please contact us or visit
our website.

Website: www.cybercom-software.com

Email; sales@cybercom-software.com
support@cybercom-software.com

Telephone:  1-866-806-2144 (Toll Free in US and Canada)
1800-856-453 (Toll free in Australia)
1-917-781-3940 Intemational

E You have 60 days left of your 60-day trial.

| Continue Trial | ||55 BuyNow | |2 License | |8 mit |

3. If you missed Step 1] 121 then this message will appear. You won't be able to continue
until you have done Step 1 1]
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PhonePad 5 Appeintment Calendar - Neo Calendar Access >

r A You do not have access to any user calendars. Ask
your PhonePad administrator to set this up for you.

If you are an administrator, you can do this under
User Management in PhonePad (click the Calendar
button).

é v ' EE Appointment Calendar will now close,

Close I

4. Appointment Calendar's main window will appear.

T2 Phonefiad 5 Appointment Calendsr: Steve - o b
El Admin  Help
/ Homevﬁdmianelp
RBLBURLNADEOERBDEBER @ OB
« Wednesday, 2 June 2021 ->
~ | AppoimmemtDetals
Mo TuWe Th Fr 5a Su
1B 3 45 6
T8 910111213 15

14151617 18 19 20
212223242526 27
282930 1 2 3 4 4
567 8 9101 09 |mo

l}ﬂ
v

< >

EDECI A mr

Server. 192.168.56.1 Wednesday, 2 June 2021 11:48:52

5. Click the Admin tab.

Copyright © 2026 Cybercom Software




Appointment Calendar User Guide Page 22

T2 PhonePad § Appointment Calendar: Steve

File Adgge Help
Ho Admin  Help

LR N s )

* Wednesday, 2 June 2021

Mo TuWe Th Fr 5a Su
| ERER 08 |oo
78 910111213 15
1415 16 17 18 19 20 [+

212223242526 27
282930 1 2 3 4 45
56 7 8 9101 09 |
| Today | 15

6. Click Admin Settings button.

7. The Admin Settings screen will appear.
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r
Admin Settings X

Appointment Settings Appointments
b ancel
Appointments Appointment Length: @ mins Appointment Name:
) ) ® Use Client Name @ Help
ﬂ First Appointment: )
[ ' Use Company Name
Business Last Appointment:
Settings Client Label: Client |
Skip weekends for Multi-Day appointments 2nd Line: o |
Toolbars Calendar Setup Jdline: | v|
First Day of Week: Monday v
Appointment Colors
Admin Time Standard
(®) 24 Hour Time (Military Time) Concurrent:
- 12 HourTime Miscellaneous
New Client Screen Meeting:
Identification Label: ‘Identification Personal:
Identification Hint: ‘Client No, Patient No, etc Break B Default e
Meal Break:
Appointment Cancelling Leave:
["] Require Not C |
equire Notes on Cancel Reset Colors
User Labeling
Set this to something appropriate for your
business.
User Label: | User

8. Go through each of the settings and make changes as required.

Appointments

There are various settings you can change to customize Appointment Calendar.
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I'Admin Settings X \
Appointments
Appointment Settings Appointments
ance
Appointments Appointment Length: |15 v | mins Appointment Name:
) ) (® Use Client Name @ Help
ﬁ First Appointment: 08:00 v
] . Use Company Name
Business Last Appointment: 17:00 v
Settings Client Label: |Client ‘
Skip weekends for Multi-Day appointments 2nd Line: o ‘
Toolbars Calendar Setup 3rd Line: v|
First Day of Week: Monday v
Appointment Colors
Admin Time Standard
(® 24 Hour Time (Military Time) Concurrent:
- 12HourTime Miscellaneous
New Client Screen Meeting:
Identification Label: |Identification Personal:
Identification Hint: |CIient No, Patient No, etc Break & Default e
Meal Break
Appointment Cancelling Leave:
|| Require Not C |
equire Notes on Cancel Reset Colors
User Labeling
Set this to something appropriate for your
business.
User Label:  |User

Appointment Settings

Appointm This is the minimum appointment length in minutes. Appointments can be
ent Lengthmultiples of this amount.

First This is the time of the first appointment of the day. If office hours start earlier on
Appointm some days, set this time to the time of the first appointment for the earliest day.
ent

For example, if the first appointment is normally at 9:00am but one day a week it's
at 8:00am, then set this time to 8:00am.

Last This is the time of the last possible appointment of the day. If office hours are
Appointm longer on some days, set this time to the last appointment time for the latest day.
ent
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For example, if the last appointment is normally at 4:45pm but one day a week the
last appointment is 8:45pm, then set this time to 8:45pm.

Skip When checked, any multi-day appointments that are created won't include
Weekends weekends.

for Multi-

Day

Appointm

ents

Appointmen Use Client Name - when selected, the name of the client will be displayed on the
t Name appointment calendar.

Use Company Name - when selected, the name of the company will be
displayed on the appointment calendar.

Client Label The Client Label is set to Client by default. You can change this to something
else if you prefer, eg. Patient.

2nd Line  Where an appointment spans 2 or more time slots, you can specify what is
displayed in the second time slot. The options are Address, Subject or Phone
Number, or you can leave it blank.

3rd Line Where an appointment spans 3 or more time slots, you can specify what is
displayed in the third time slot. The options are Address, Subject or Phone
Number, or you can leave it blank.

|

ime
24 Hour If you prefer 24 hour time (the default) select this option. The time will be
Time displayed in this format throughout Appointment Calendar.

12 Hour If you prefer 12 hour time select this option. The time will be displayed in this
Time format throughout Appointment Calendar.

New Client Screen
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Identificatio Appointment Calendar provides an option for adding new clients directly in
n Label Appointment Calendar, instead of having to switch to PhonePad and entering
them in the Address Book.

Hgw Clagnit *

Date of Birth: M

Firstmame: l]

Lastname:  |Required Emaik:

|
| I
Company: | | Work Phane: |
Address 1: | AnworkPhone |
Address 2 | | HomePhone: |
City: | cenmobite Prone: |
State: [ Postal Code: | l Identification [{I ent Mo, Patient Mo, etc.

Type: Business Address v o 9

Motes 1 “ Notes 2 Notes 3

© ok | @ concel | (@ Hep |

This setting changes the Identification (1) label on the New Client screen. The
default is "Identification".

Identtificatio This setting changes the Identification Hint (2) on the New Client screen. The
n Hint default is "Client No, Patient No, etc.".

Appointment Cancelling

Require When checked, users will be required to enter a note when canceling an
Notes on  appointment.
Cancel

Appointment Colors

Appointmen Allows you to change the color of the various appointment colors.
t

Concurrent

Meeting
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Personal
Break
Lunch
Leave

Reset Colors Resets the colors back to their defaults.

Business Settings

This screen enables you to set the business hours for each day of the week. Use the check
boxes to select the days you work. Set the start and end times for each day.

Admin Settings. x
Business Hours
. & Cancel
Apmu “IMonday  From o0 3 Toj1700  [Z
. “Tuesday  From 000 2| Tol1700 [
i ) - :
_ (] Wednesday From 0800 |3 To[1700 3
Business i E \ -
Settings & Thusday ~ From 0800 || To 1700 3
E Fiday ~ From 0800 3| To[1700 =
Toolbars (Jsaturday ~ From 0800 5| To 1700 3
,;h Clsunday  Fromjog00 2| Tol1700 =
Admin | seean | | sean |
| Resetan | | Reseran |

Business Hours

Set All Sets all times to the same time Monday is set to. For example, if the From is set
to 10:00, clicking this button will change all days to that time.

Reset All Resets all times to the defaults.
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Toolbars

Appointment Calendar has lots of options on the Home toolbar| =3} with quite a few different
appointment typesl 41 If you don't use all of these buttons then you can easily hide the ones
you don't use.

Admin Settings x
Home Toolbar
Appointments Select the toolbar buttons you want to display, and unselect the toolbar buttons you want to Qi
|
[ ] ﬁl\ Standard Appointment = =
Business po—
Settings % Concurrent Appointment
= o
- lé'} Personal Appointrment =]
Toolbars % Meeting
% {2 Biock Out Time =

Admin

5"
E
k
©

'=/'- Edit Selected Appointment

—
S=EEE View Selected Appointment

B B A B A

|"_T'] Confirm Selected Appointment

Unselect the buttons you don't need and they will no longer appear on the Home toolbar] ).
Make sure you click OK to save your changes.

Admin

Use this option with care. It will delete all of your Appointment Calendar data.

You can use this option to reset your Appointment Calendar data if you entered dummy data
during your trial period.

To erase you data, click the Erase All Calendar Data button. You will be asked twice to
confirm the deletion.
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Adrnin Settings *

—
m Calendar

Appointments This option allows you to start with a clean Calendar database. Itis mainly intended to erase all

- test data you may have created while trying the system.
¥

.- Erase All Calendar Data
Business
Settings

Toolbars
.
: 8 l

Admin
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User Interface

Let's have a look at Appointment Calendar's user interface.

Main Window

When you start Appointment Calendar, you will be presented with the main window. By
default, it will be in Day view/ =

T5 PhonePad 5 Appointment Calendar: Steve - m] =
File Admin Help
Home Admin\/Help
+ y 7773 | T ' _' - ’ pl
R EaiAdrgbY¥AERERRERE &S - OIER
Monday, 10 May 2021 5
Mo TuWe Th Fr Sa Su .. Dat 10/05/2021
N B 14
2627282930 1 2
3456789 Time: 08115
mn 1213141516 e Duration: 1 hrs 0 mins
17 18 19 20 21 22 23 Type: Meeting
2425 26 27 28 29 30 e | partiipants: Adam
31122 456 09 ; 2:3;
Today :rank
ange
u = Peter
%] Abigail
Madam T A TR o BREAK s "l
& Amy 10 o
Andrew o
Barry 30
& Bil e
& Carla "5
£ David 11 oo
& Frank
© Fred 0 e = il
o| | [E]oey | EE]week | [E]montn Q) Rooms | [ Equipment
Server: 127.00.1 Saturday, 5 June 2021 09:36:58 Q_

1 First up is the menu bar at the top of the window. The options on the menu bar are the
same as the options on the toolbars| =1

2 This is the toolbar area. Appointment Calendar has 3 toolbars, each selectable via the
toolbar tabs.

3 When you start Appointment Calendar, the calendar will display the current month.
Today's date will be automatically selected. You can change the day by selecting it from
the calendar. You can change months by clicking on the left and right arrows, or by
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clicking on the month. The year can be changed by clicking on the year. The Today
button will take you straight to today's date.

4 This is a list of users, or providers as they are known as in Appointment Calendar. Your
administrator will have given you access to the calendars of various users. Their names
will appear in this list so that you can manage their calendars. You can hide any user
calendar by unchecking the checkbox next to their name.

5 This is the currently selected date. The date will be in the format specified by the regional
settings in your computer. In the Day View, clicking on the left arrow will take you to the
previous day, and clicking on the right arrow will take you to the next day.

6 This is the appointment area. When a provider has appointments, they will be displayed
in their column.

7 These buttons allow you to select the view you want, ie. Day, Week or Month. There are
also views for Rooms and Equipment bookings.

8 The Appointment Details area shows details of the appointment that the mouse cursor is
hovering over. In this example the appointment is a meeting, so it's showing details of
the meeting including the participants.

9 The status bar shows hints, the IP Address of the Server you are connected to, and the
current date and time (the format is dependent on your regional settings).

Toolbars

Appointment Calendar has 3 toolbars, although if you're not a system administrator then
you'll see only 2.

A toolbar can be accessed by clicking on one of the toolbar tabs.

To use a feature just click on the appropriate button.

Home Toolbar

The Home toolbar has a whole bunch of buttons. This may at first seem a little intimidating
but don't worry, you will learn the feature of each button quickly. If you don't need all of the
buttons an administrator can hide them.
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/Home “_Admin * Hel;;

B2 2 4 XX BESREEREBERBEM S Ot R
O 0000 00000 QD OPCORCOEOOCODOD &0 © 6

Add a standard appointment.

Add a concurrent appointment.
Add a personal appointment.

Add a miscellaneous appointment.
Schedule a meeting.

Block out some time.

Add a break.

Add a meal break.

9 Add leave.

10 Edit appointment.

00 N o U1 A W N =

11 View appointment.

12 Confirm appointment.

13 Mark appointment as completed.
14 Mark appointment as a no show.
15 Cancel appointment.

16 Find next available appointment.
17 Reschedule appointment.’

18 Copy appointment.

19 Open the To Do List.

19 Print options.

20 Search.

21 User Preferences.

22 Exit Appointment Calendar.
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Admin Toolbar

Enter topic text here.

Home =~ Admin = Help

L TTIRD P WL -
000606 006 0

1 Manage rooms (locations).

2 Manage Equipment.

3 View appointment history.

4 License Appointment Calendar.
5 Log Viewer.

6 Admin Settings

Help Toolbar

Enter topic text here.

nome x., A&in " Help

® O

1 Send us suggestions for new features or other ways we can improve Appointment
Calendar.
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2 Log a support request if you are experiencing any problems with Appointment Calendar.
3 View information about Appointment Calendar.

4 Access help.

Menus

Like most Windows software there are menus that have items that match the toolbars| =),

File Menu

The main features of Appointment Calendar are accessible from the File menu.

File Admin Help
New f2 Appointment...
[F7 Edit Appointment... 48 Concurrent Appointment...
View Appointment... ETS Miscellaneous Appointment.....
g’y Confirm Appointment... 4. Personal...
[f5 Complete Appointment... 4% Meeting...
No Show... ‘Fs Block Time...
ff8 Cancel Appointment... f Break..
@ Find Next Appointment... >s Meal Break...
E’_"! Reschedule Appointment... % Leave..
ff Copy Appointment
p Search Appointments...
[¥] To Do List..
H.T Preferences...
Print 4 Print Day for Provider...
. Print Day for Provider with Add
I it rint Day for Provider wi resses
Print Week for Provider...
Print Month for Provider(s)...

New Appointmen Add a standard appointment.
t
Concurrent Add a concurrent appointment.
Appointmen
t
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Miscellaneo Add a miscellaneous appointment.
us
Personal  Add a personal appointment.

Meeting Add a meeting.

Block Time Block out some time.

Break Add a break.
Lunch Add a meal break.
Leave Add leave.
Edit Edit the selected appointment.
Appointmen
t
View View the selected appointment.
Appointmen
t
Confirm Confirm the selected appointment.
Appointmen
t
Complete Mark the selected appointment as completed.
Appointmen
t
No Show Mark the selected appointment as a no show.
Cancel Cancel the selected appointment.
Appointmen
t
Find Next Find next available appointment.
Appointmen
t
Reschedule Change the appointment to another date and/or time.
Appointmen
t
Copy Make an exact copy of the selected appointment one a different day
Appointmen and/or time.
t
Search Search all appointments for specified search text.
Appointmen
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ts
To Do List Open the To Do List.
Preferences Accesses the user's personal settings.
Print Print Day  Print the day's appointments for the selected provider.
for Provider
Print Day  Print the day's appointments for the selected provider with the
for Provider addresses of clients.
with
Addresses
Print Week Print the week's appointments for the selected provider.
for Provider
Print Day  Print the day's appointments for all providers.
for All
Providers
Exit Exit Appointment Calendar.

Admin Menu

The Admin menu is only visible and accessible to users with System Administrator access.

File Admin Help

9. Manage Rooms...
'El Manage Equipment...
m History...

License...

Log Viewer...

S 9

Admin Settings...

Manage Create, edit and delete meeting rooms.
Rooms

Manage Create, edit and delete equipment.
Equipment

History View the appointment history log.

License License your copy of Appointment Calendar. Important: Appointment Calendar
requires a separate license to PhonePad.
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Log Viewer Opens the Log Viewer.

Admin Manage the Admin settings.
Settings

Help Menu

Need help? This is the menu for you.

File Admin @ Help
o Help Contents F1

Suggestions...

@ Support...
O About..

Help Displays the help file.
Contents
Suggestions Send us your suggestions, ideas and feedback.

Support Having problems? Send a support request to us.

About Displays information about Appointment Calendar.

Views

Appointment Calendar views are controlled by the Views toolbar.

Day Week Month ‘ & Rooms l::l Equipment

Day View

Day View shows all appointments for all providers on the selected day.
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TS PhonePad § Appaintment Calendar: Steve - [u] 0
File Admin  Help
/HomevAdrnianelp
AR Y AR E AL I sotected Date
Monday, 7 June 2021
Mo TuWe Th Fr Sa Su Date: Ti062021
123456 08 | ’
Eeownnn 15 || Abby Brock N Time: 0815
14 15 16 17 18 19 20 . = Duration: 30 mins
212223242526 27 Type: Appointment
282030 1 2 3 4 - [ T|client:  Abby Brack
5678 910M Marjorie Mays w0 i
B . 09 oo = | ||&= Repeat every 1 day from 7/06/2021 to 11/06/202
| Today | 15 i
April Cline
M 2 . Mary Oneil
= Adam Selma Irwin - -
& Amy o Terys Appointment Details
& Andrew Srovide | show when mouse
g Barry oo _ i cursor is over an
Bill 2 o ouc g .
Vazquez J appointment.
Carla Brovid PP
& David 15 Do
B4 Frank T BREAK e
B4 Fred
B4 Jane |*‘-5 an be
& Mark v £ - ) d o » *
e e 9, rooms | amen
Server: 192.168.0.238 Tuesday, & June 2021 08:33:04

There are a number of appointment ypesm available, each with their own color so that they
can be easily identified.

Providers List

The Providers list shows all of the calendars you have access to. Access is set up by your
PhonePad System Administrator.
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1 Adam
1 Amy
1 Andrew
1 Barry
A Bill
A Carla
1 David
1 Frank
1 Fred
[ Jane
1 Mark

|

You can hide a Provider's calendar by unchecking the checkbox next to their name.

In Day View where the Provider calendars don't all fit on the screen, you can either scroll
to their calendar, or click on their name in the Providers list to jump straight to their
calendar.

Appointment Status Icons

Appointments can display a number of different status icons:
7 Indicates an appointment that t

= ppointment that repeats.

olndicates a no-show for an appointment.

#” 5Indicates a confirmed appointment.

°Indicates a completed appointment.

Week View

Week View shows all appointments for the selected provider on the selected day.
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TE PhonePad § Appointment Calendar: Steve

File Admin  Help
/Home\/Adrnianelp Selected Week

RBBBBHRLEA DD OEERERBIBEBE SO

Monday, 7 June 2021 to Sunday, 13 June 2021

Selected Provider

Mo Tuwe Th Fr Sa Su
1123456
7B sw0111z213
1415 16 17 18 19 20
NRBW5627
28 29

B4 Amy
£ Andrew |

& Barry 10
B4 Bill
Mcada | g e
B4 David
&4 Frank <

F_ W =

.Munlh:. &Rooms :IEquipmem.

Server: 192.168.0.238 Tuesday, & June 2021 0&:30:30

To view a provider's calendar, click on their name in the Providers list.

In Week View, clicking on the day in the calendar will take you straight to that day in the
~ calendar view..

Providers List

The Providers list shows all of the calendars you have access to. Access is set up by your
PhonePad System Administrator.
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1 Adam
1 Amy
1 Andrew
1 Barry
A Bill
A Carla
1 David
1 Frank
1 Fred
[ Jane
1 Mark

|

Select a Provider's name to display their calendar in Week View.

You can hide a Provider's calendar by unchecking the checkbox next to their name.

Appointment Status Icons

Appointments can display a number of different status icons:
=~ Indicates an appointment that repeats.

‘loolndicates a no-show for an appointment.

#” 5Indicates a confirmed appointment.

°Indicates a completed appointment.

Month View

The Month View lists all appointments for each day.

When All Providers is selected, you can see all appointments for the selected month.
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T2 PhonePad § Appointment Calendar: Steve - u] *
File Admin  Help
/ Homevain\/Help
- it 3 ¥4, /= == e . s : A=
RERBRBENADEOEEEIBEE &L E
& May 2022 ->
SuMe TuWwe Th Fr 53
24 25 26 27 28 29 30
1234567
8 910111213 14
15 16 17 18 19 20 21
222324 2526 27 28 B
2030 1 2 ¢ o4 .
[ Today | 22 23 24 25
9:00AM-9:304M Noreen 8:00AM-8:454M Paula
5} L Knowles Joyner
& Adam 1:00PM-2:15PM Mary Kirk 8:00AM-0:00AM Lila B
© Amy 8:00AM-9:00AM Mare
& Andrew Joseph
& Bany 8:30AM-9:30AM Zelm:
& gill Dixon b
& Carta 9:00AM-9:45AM Rhea
& David 9:30AM-10:00AM Bill
Roman
g ::;" _ 1000AM-10:30AM Da ,
1 Jane s - z
TN
0w || F)weer 9, rooms | T equipment
Server: 192.168.0.2 530 Tuesday, 31 May 2022 1:19:30 PM

When a single provider is selected, you can see all of the appointments for that provider.

‘B2 Phonefad § Appointment Calendar: Steve - [m] .
File Admin  Help
/Hﬂneernin\/Help
BEEBBLE A SEOEREREBER S O R
& May 2022 ->
SuMo TuWwe Th Fr 5a
24 25 26 27 28 29 30
1234567
8 910111213 14
15 16 17 18 19 20 21
222324252627 28 N
2030 1 2 ¢ o4 .
[ Today | 22 23 24 25
9:00AM-9:304M Noreen 8:00AM-9:004AM Marc
[=] ~ Knowles Joseph
& adam 1:00PM-2:15PM Mary Kirk 9:30AM-10:00AM Bill
B Amy Roman
& Andrew 10:00AM-10:30AM Da
& Barry 29 30 31 i
& Bill -
4 Carla
& David
Ed Frank
4 Fred b
1 Jane - - z
S el ]
Brooy | [ week 9, Rooms | equipment
Server: 192.168.0.2 530 Tuesday, 31 May 2022 1:23:51 PM
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If you want to change the width of the columns, right-click on the Month calendar and select
Set Column Widths:

Set Column Widths b
Set all columns to the same width.

Width: | 200 |

@ oK |i3 Canr:el| ‘ﬂ Help |

Clicking on a day in Month View will take you straight to that day either Day View or
Week View (depending on whether you have All Providers selected or a specific
provider).

Rooms View

The Rooms view displays all of the times rooms are booked for appointments.

T= PhonePad 5 Appaintrent Calendar: Steve - m] *
File Admin  Help
/ Hnmevndminvl-lelp
RBBBRLEADTDOORRERIBEE @ OB
Wednesday, 9 June 2021
<« Y,
Mo Tuwe Th Fr 53 su ) Date: 7062021
123456 | 08 |® : o
| 7 IERLRERERE 15 Time: o500
141516 17 18 19 20 . Ouration: 30 mins
21 22 23 24 25 26 27 ¥ Type: Meeting
282930 1 2 3 4 45 | participants: Amy
5 T8 910N 0% oo| Team Meeting h Andrew
1 L + - s Barry
15 Bill
Carla
30
45
10 |oo
15
30
& Bill r 3 o
H Carla v| L= > |
Tpay | [5] week | [F] Month [ equipment
Server: 192.168.0.238 ‘Wednesday, 9 June 2021 12:25:24
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Equipment View

The Equipment view displays all of the times equipment is booked for appointments.

TZ PhonePad 5 Appaintment Calendar: Steve - m] *
File Admin  Help
/ HomeVMminVHelp
RBEBEBRLAACEERDBRE S OR
&« Wednesday, 9 June 2021 ->
Mo Tuwe Th Fr 5a Su Date: ; -
11123456 08 |uo e 10620
| 7 JEIERCRIRFRE 15 Time: 050
14 15 16 17 18 19 20 - Duration: 30 mins
212223242526 27 F| Type: Meeting
82030 1 2 3 4 45 | Barticipants: Amy
56 7 8 9101 09 aolrmmm ITeumMeettng : Andrew
. Barry
15 Bill
N cara
30
45
10 |oo
15
30
lss v
o | e | 9, voms [T
Server: 192.168.0238 ‘Wednesday, 9 June 2021 12:26:45
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Appointment Types

There are 8 appointment "types" in Appointment Calendar. Each of the following topics
outlines the differences between them.

e Standard
Concurrent
Personal

Meeting

Blocked Out Time
Break

Meal Break

Leave

Standard Appointment

A standard appointment is the most used appointment type.
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New Appointment

F Schedule an Appointment 3
—il:l Date: 0\23/02/2024 v| Time: 0900 v/ Duration: * minute
Client: ‘ Jon Rocha o O Search| | @ New | |@ Edit

User e ’Aimee
Room: | @ 7 %
11

Notes:

4

@ = Repeat | | No repeat.
@C’ All Day

Address: @ | 9. Addresses ~ |

o

Email: | @ v ‘
Phone: ‘ @ v

Created by: Aimee Updated by:
Date Created: Date Updated:

® oK € Cancel © Help

1 Date of the appointment. This can be changed to another date.
2 Time of the appointment. This can be changed to another time.

3 Duration of the appointment in minutes. Use the drop-down list to select a duration for
the appointment.

4 Name of the client for the appointment. Select a client from the drop-down list.
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5 Instead of using the drop-down list to select a client, you can use the Search button to
search for them in the Address Book

6 Click the New button to add a new client. The new client will be added to the PhonePad
Address Book.

7 Edit the client's Address Book information.

8 You can change the user the appointment is assigned to by selecting a different user from
the drop-down list.

9 View the appointment history of this client by clicking the History button. See Client
Historym.

10 Click the ... button to assign a room for this appointment.
11 Click this button to clear any room assignment.

12 Add notes about the client or appointment.
13 Make the appointment repeat by clicking the Repeat button.
14 For an All Day appointment, switch All Day to on.

15 This can be used for appointments that take place outside of the office. You can enter an
address, or select it from the Address Book using the Addresses button.

16 The Addresses button can be used to look up a Client's address and add it to the Address
field.

17 View the Address Book entry for the selected client.

18 You can enter the client's email address here. If you use the Addresses button the
information will be filled in for you.

19 You can enter the client's phone number here. If you use the Addresses button the
information will be filled in for you.

Example of a standard appointment in the calendar view.
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08 |oo
15 I Abby Brock

(]

30

45

See Also:
Adding an Appointment] e

Concurrent Appointment

The Concurrent Appointment type enables you to have multiple clients for the same
appointment.

This can be useful where a doctor may see a number of patients in the same time block in
different rooms.

Mew Appaintment by

— ScheduluaConcurmntAppoirrh'nane 9
‘;_1.1& |.__1 v Time: 0330 v Duration: 15 v| minutes

Provider: Abigail |

Clients:

o

6|0 Add | |¢Remuve|@

MNotes:

[ Display Motes instead of Clients

e()mmy 9

iﬂ OK ] |ﬂ Cancel| © Hep |
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1 Date of the appointment. This can be changed to another date.
2 Time of the appointment. This can be changed to another time.

3 Duration of the appointment in minutes. Use the drop-down list to select a duration for
the appointment.

4 List of clients. These are added using the Add button, and Removed using the Remove
button.

5 Click the Add button to add a client to the appointment.

6 Click the Remove button to remove a client from the appointment.
7 Add notes about the client or appointment.

8 For an All Day appointment, switch All Day to on.

9 When checked, the Notes field is displayed in the appointment calendar instead of the list
of clients.

Example of a concurrent appointment in the calendar view.

Alfred Rosa
April Cline
Mary Oneil
Selma Irwin
Terry Snow

30

See Also:
Adding a Concurrent Appointmentm
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Miscellaneous Appointment

The Miscellaneous appointment type allows you to enter free text.

New Appointment X

Imm! Schedule a Miscellaneous Appointment
- 2 3

% Date: @ 23/02/2024 ~ Time: Duration: 15 v minutes
User ‘Aimee e V‘
Room: ‘ 6 |Z|
Text: Fred Smith 6

Jane Jones

Peter Pumpkineater o

Jack Frost

Notes: e —

e = Repeat || No repeat.
@ (3 Anpay

Created by: Samantha Updated by:
Date Created: Date Updated:

lo OK I |Q Cancel‘ |o Help |

1 Date of the appointment. This can be changed to another date.
2 Time of the appointment. This can be changed to another time.

3 Duration of the appointment in minutes. Use the drop-down list to select a duration for
the appointment.

4 The person the appointment is assigned to.
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5 Select a room for the appointment.
6 Clear the room assignment.

7 Enter any text in here that you like. It could be a list of clients, or non-clients. Or it could
be something entirely different.

8 Add notes about the client or appointment.
9 Make the appointment repeat by clicking the Repeat button.

10 For an All Day appointment, switch All Day to on.

Example of a miscellaneous appointment in the calendar view:

Fred Smith
Jane Jones
00
09 Emma Green
John Brown
15 I Meeting Room 2
30
45
10 |oo

Personal Appointment

A Personal Appointment is an appointment for the selected provider. It could last from a few
minutes to an entire day.
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Add Personal Appointment Lt

F_j Schedule a Personal Event 9 e
xﬁ Date:°[9fﬂﬁ,.-’2{]21 | Time: [1000 .| Duration: [15 | minutes

Subject: | (4 |

Provider: |Abigail |

© OB anosy

& oK IQ Cancel | lﬂ' Help

1 Date of the appointment. This can be changed to another date.
2 Time of the appointment. This can be changed to another time.

3 Duration of the appointment in minutes. Use the drop-down list to select a duration for
the appointment.

4 The Subject can be anything you like, eg. "Doctor's Appointment”, "Away", "Personal”,
etc.

5 For an All Day appointment, switch All Day to on.

Example of a personal appointment in the calendar view.

45

11 (oo

15

30

45

12 oo
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Meeting

Meetings don't involve clients at all. They intended for scheduling an appointment with
multiple staff (users).

Schedule a Meetin 9 e
‘.‘. Date: o 9/06,/2021 | Time: [10:00 ~|  Duration: _15 ~| minutes

Subject: Teamn Meeting 9

l a Select Participants and Resources... B| Clear I
Participants: Amy .
Andrew
o David
Oscar
Rachel
Rikke

Room: 6 Meeting Room 1
[] External Location 9

Equipment:

®

0(‘ ;a.unay

& oK | IE:)tjam:tezl| ® Help |

1 Date of the appointment. This can be changed to another date. This will be disabled
once you have selected participants for the meeting.

2 Time of the appointment. This can be changed to another time. This will be disabled
once you have selected participants for the meeting.

3 Duration of the appointment in minutes. Use the drop-down list to select a duration for
the appointment. This will be disabled once you have selected participants for the
meeting.

4 Enter a Subject for the meeting.
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5 Click the Select Participants and Resources button to select users, a meeting room, and
equipment of the meeting.

6 Clears all selected participants and resources for the meeting.
7 A list of participants for the meeting.
8 The room selected for the meeting.

9 If checked, it indicates an external location for the meeting. A meeting room will not
need to be selected.

10 A list of resources selected for the meeting.

11 For an All Day appointment, switch All Day to on.

Example of a meeting in the calendar view.

T

09 |oo §f Team Meeting

15 B Meeting Room 1

Blocked Out TIme

This is not really an appointment type. It is time blocked out to prevent appointments from
being scheduled.

It can be used for providers that start and/or finish at a different time to everyone else,
rostered days off, or basically any reason you like.
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Block Time Penod bt

— Block Out Appointment Times

l Date: 11/06/2021 |~ Time: Duration: minutes

Provider: |Adam |
o Repeat | Norepeat
(I A day event

& oK I (] Cancel| © Help |

1 Date of the blocked out time. This can be changed to another date.
2 Start time of the blocked out time. This can be changed to another time.

3 Duration of the blocked out time in minutes. Use the drop-down list to select a duration
for the blocked out time.

4 Make the blocked out time repeat by clicking the Repeat button.

5 To block out the entire day, switch All Day to on.

Example of blocked out time in the calendar view.

15 oo

15

30

45

16 (oo

15

30
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Break

You can use the Break type to schedule breaks for providers. These can be set to repeat.

Add Break

Schedule a Break

2]

3

Date:011f{]ﬁf2{}21 ~| Time: | 10:30 ~| Duration: 15 w

Provider: |Amy

minutes

o = Repeat

Mo repeat.

® ok |

€ Cancel |

8 Help |

1 Date of the appointment. This can be changed to another date.

2 Time of the appointment. This can be changed to another time.

3 Duration of the appointment in minutes. Use the drop-down list to select a duration for
the appointment.

4 Make the appointment repeat by clicking the Repeat button.

Example of a break in the calendar view.

Meal Break

11

EIEI|

You can schedule meal breaks for providers using this type of appointment. These can be set

to repeat.
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Add Meal Break >,

& Schedule a Meal Break

Date:0|11ms,r'zuz1 v Time:1230 | Duration: [60 | minutes

Provider: |Abigail |

Mo repeat. ‘

' 4

Type:

Lunch

© Ok | |© cancel | @ Help |

1 Date of the appointment. This can be changed to another date.
2 Time of the appointment. This can be changed to another time.

3 Duration of the appointment in minutes. Use the drop-down list to select a duration for
the appointment.

4 The Type is selected from the drop-down list. Options are: Breakfast, Lunch and Dinner.

5 Make the appointment repeat by clicking the Repeat button.

Example of a meal break in the calendar view.

3
12 (oo - LUNCH --------
15
30
45
13 |oo
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Leave

Use the Leave type to create leave for a provider.

Add Leave x

Schedule Leave

Select leave dates. o o 9

Start Date: |11/06/2021 v‘ End Date: [15;05;2021 v| No of Days: 5

Provider: |Carla |

i'ﬂ' (0]4 |E' Cancel |9 Help

1 Start Date of the leave.
2 End Date of the leave.
3 The number of days. If you select the End Date this will be automatically calculated. If

you enter the number of days the End Date will be changed to reflect this.

Example of Leave:

08 |oo
15
30
45
09 oo
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Using Appointment Calendar

Let's start using Appointment Calendar.

Starting Appointment Calendar

You can launch Appointment Calendar by clicking on the Appointment Calendar button on
the Home toolbar in PhonePad.

‘B PhonePad 5: Steve (Fluffy Rabbit Corperation) - O by

File Tocls View Manager System Admin Help
Homei\/Folderstollow Uvaenings\/ManagervSystem Admianelp
LA CPENQCED- S paga5[] BE&LHT|E 0,

You can also start Appointment Calendar by selecting Appointment Calendar from the Tools
menu.

‘B3 PhonePad 5: Steve (Fluffy Rabbit Corporation)
File View Manager System Admin Help
/E Search Bttings

‘ Address Book... F4 =) E
‘_iE '_'m

Rename Address Book Company...

Y

Password...
Refrech Inbox Shift+F5
Refresh User List F

o

2 ¢

Automatic Message Forwardi

Appointment Calendar...
Control Bar...

L
© & ) E|E]

Instant Chat...
Te Do List...

Message Alert...
= & WhereRU...

The Trial Screen

If you are trialing Appointment Calendar then the following screen will appear.
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=" Calendar

Thank you for trying PhonePad 5 Appaintment Calendar. You can try Appointment
Calendar for 60 days free of charge,

Once the trial period has expired, you will need to purchase Appointment Calendar to

continue using it. There is no need to reinstall Appointment Calendar after purchasing a
license.

We hawve been in business since 1995 and we are here to help any way we can.

For more information about Appointment Calendar or PhonePad, please contact us or visit
our website.

Website: www.cybercom-software.com
Email; sales@cybercom-software.com

support@cybercom-software.com

Telephone:  1-866-806-2144 (Toll Free in US and Canada)
1800-856-453 (Toll free in Australia)
1-917-781-3940 Intemational

You have 60 days left of your 60-day trial.

| Continve Tral | |55 BuyNow | | # License | |§8 Eat |

ContinuClick Continue Trial to continue using Appointment Calendar. This button will be
e Trial disabled once your trial period expires.

Buy Click Buy Now to go to the Buy Now page on our website where you can purchase
Now Appointment Calendar.

License Click License to license your copy of Appointment Calendar sl using the details you
receive after purchasing it.

Exit Click Exit to closes the trial screen and Appointment Calendar.

Click the Continue Trial button to continue opening Appointment Calendar.
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Adding an Appointment

We'll cover adding a Standard Appointment here, but adding other appointment types| 4! is
very similar.

1. Click in a blank appointment slot in a User's column.

T2 Phonefad § Appointment Calendar: Steve

File Admin Help
/ Hmevaianelp

AR Y EEEEEEEEED

Mo Tu'We Th Fr 5a Su

123456
7 8 910[11]1213 15
Eis16171819 20 ™
212223242526 27
282930 1 2 3 4 45
J B 09 |oo
Today | 15
30
|| & 45
&l adam
& Amy 10 oo
= Andrew 15
B Barry .
B4 ginl
£ Carla v| L

[ ]oay | [F]week [ IMontn| Q) Rooms [ Equ

2. Click the Add Appointment button (or select New>Appointment from the File menu).

%5 PhonePad 5 Appointment Calendar: Steve
File  Admin
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3. Select a Duration for the appointment.

Schedule an Appointment
Date: 14/06/2021  ~| Time: |09:00 v
Client:

Provider: Abigail

Motes:

105

120
135 ¥

4. Select a client from the drop-down list, or search for a client by typing their name.

Schedule an Appointment

Date: 14/06/2021 v| Time: 0900 ~|  Duration:

Client: e

Aaron Barnett ”
Aaron Drake

Aaron Fisher

Aaron Tate

Abby Barlow

Abby Brock

Abby Brooks L
Abby Drake w|

M TERTar T TR

Provider:

MNotes:

5. If the Client doesn't exist in the list, you can add them by clicking the New button (see
Adding a Client from an Apoointmentl_nhb‘

6. If you need to allocate a room for the appointment, click on the Room button.

Schedule an Appointment

Date: \1/03/2024 v\ Time: (0900 v Duration: 15 v minutes

Client: ‘Juliet Elliott q |D Search‘ |@, New | |® Edit |

User ’Aimee V} |]‘.E_ History

woom: Ol
Notes: ‘ — ‘
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7. Add notes in the Notes field if needed.

Provider: Adam

MNotes: Initial appointment.

|ﬂl Ranast | |h|ﬂ reneat.

8. If you want this appointment to repeat regularly then click the Repeat button (see
Creating a Repeating Appointmentmﬁ).

9. You can make the appointment an all day appointment by clicking the All Day button (it
will change to green). The Time and Duration drop-down lists will be disabled.

Hew Appointment =
[N schedule an Appointment

—H Date:  |11/07/2022 v:lTime: | Duration: v| minutesl

Client:  |Oscar Stokes v [0 searcn| [ @ New | | m History|
Provider: Aimee ~|
Motes:

2 Repean]| [Norepent
@) Anpay

Address: . 8. Addresses =

Phonr:. |

Iﬂ' OK J |ﬂ' Cam:el| |a Help l

10.An address for the client can be typed in, along with an email address and phone
number. You can also select their address by clicking the Addresses button and
selecting either their Business or Home Address. Their address, phone number and
email address will be filled in for you (if they exist in the Address Book).
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Address: | 123 Main Street 8 | 9. Addresses -
Somewhere

Phone: |555 5555 v

|'ﬁ 0K ] |1':‘l' Canoel] |ﬂ' Help I

11.Click OK to finish creating the appointment.

Searching for a Client

The drop-down list can be used to search for a client. Just start typing in the field and it will
do an incremental search.

Mew Appointment
F Schedule an Appointment
“H Date:  [11/07/2022 v Time: 1000 v  Durat
Clif}rrt: zcar Holmes IJ:' Seal
_ |Ora Harper o
Provider: Ora Hoover
Ora Hubbard —
N Ora Morris
Ora Newman
Ora Vasquez

Ora Wiiiins

If you need to search by another field, click the Search button.
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j Time: 10:00 D} Duration: 15 ~|  minutes

~|[£ search| | © New | |5 History|

- |

The Client Search screen will be displayed.

Client Search 4
Search for, amy £ | inthis column: [j b
Fullname Firstname Lastname Firstname 1 A
Amy Ball Amy Ball gLastname
Amy Bartlett Amy Bartlett (Company
Amy Decker Amy Decker gAddress
Amy Dickson Amy Dickson Wity
Amny Hale Amy Hale Phone
Amy Madden Amy Madden Eerr Enterpnse-s
Ay Mcmillan Amy Mcmillan Macdonald Company
Amny Murray Amy Murray Harris Corp
Amy Ramirez Amy Ramirez Garza Co
Amy Reid Amy Reid Boone LLC
Amny Simmons Amy Simmaons Gregory Company

< >

& ok | |© cancel | (@ Help |

To find the client you're after, select the column you want to search. The available columns
are:

Fullname
Firstname
Company
Address
City
Phone
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For the Address, City and Phone columns, both business and home fields in the PhonePad
Address Book will be searched.

Enter some search text in the Search for field and then press <enter> (or click the Search
button).

When you have found the client you are after, select them from the results list and click the
OK button.

Displaying Client Details

If you scroll to the right there is a button you can press to show details about the selected

client:
x
0 MI in this column: | Fullname v|

Address 1 Address 2 city Phone |8

7976657 %

8798946

prises 8167489 @

tion 5724894 @

9171780 @

pany 9906510 @

@

@®

7341402 ®

W 9524621 @

The Client Details screen will be displayed.
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Client Details ><

Fullname: Amy Bartlel:t|
Company: Calhoun Pty Ltd
General - Business - Postal - Home - Family - Notes
Title:
Firstname:  Amy
Middlename;
Lastnarne: Bartlett
Suffix:
Job Title:
Date of Birth: Age Now:
Date of Death:
Identification:

Contact Type:

Adding a Client from an Appointment

If the client you're creating an appointment for doesn't exist in the Address Book, you can add
it directly from the appointment.

v| Time: 1000 v L2 Duration: 15 v~ minutes
_v| Time: 1000 |

] | £ searcn][| © New || mitisiory

1. Click the New button.
2. The New Client screen will appear.

3. Enter the details of the new client. The first two fields (Firstname and Lastname) are
mandatory - the rest are optional.

4. Click OK to create the new client in the PhonePad Address Book.
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MNew Client

Firstname: ’.lane

Lastname: IJDI'IE'S

Company: I

Address 1: |

Address 2: |

City: |

we [ | rowcose| ]

Type: Business Address

Motes 1 “Notes2 “MNotes 3

Date of Birth:
Email:

Work Phone:
Alt Work Phone:

Home Phone:

Cell/Mobile Phone: |

Identification

|555 5555

IC lient Mo, Patient No, etc.

Iﬂ OK I |ﬂ Cancel | |ﬂ‘ Help |

Creating a Repeating Appointment

Some appointment typesm can be set to repeat on a regular basis.

1. You can make an appointment repeat by clicking the Repeat button.

et |

2. You have 3 main options: Daily, Weekly or Monthly. And then you have more options

within those.
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Repeating Appointment *
H Start: 16/06/2021  ~|
& cna 16/12/2021 v~
How Often: |Daily vl
® Every |1 vi day
O Every Weekday
© ok | |©® cancel | |@ Hep |
Repeating Appointment ot
H Start: 16/06/2021 |
&’ e 16/12/2021 ~
How Often: |Weekly v
Every .1 - week on
OMon OTue OwWed OThu
O Fri Osat  OSun
& oK I € Cancel | © Hep |

Copyright © 2026 Cybercom Software



Using Appointment Calendar Page 75

Repeating Appointment *
7~ st 16/06/2021  ~
&’ End 16/12/2021  ~|
How Often: |Monthly =
Every 1 v: month
® Onday |1 v:
O On the :Fim v: :Mnnday v
& oK l € Cancel | © Help |
3. Select a Start and End Date for th
options.
4. When you're finished, click the OK button.
5. The appointment will show the details of the repeating appointments.

e repeating appointment, then select the appropriate

|# Repeat l Repeat every 7 day

s from 16/06/2021 to 29/09/2021.

(3D Al Day

6. When you click OK to finish creati

that are about to be created..
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Repeating Appointments x
H You are creating repeating appointments for the following dates:
Date Sttt End  Available | A
F’ 16/06/2021 09:00 09:15 V]
17/06/2021 09:00 09:15 ]
18/06/2021 09:00 09:15 @
21/06/2021 09:00 09:15 V]
22/06/2021 09:00 0915 /]
23/06/2021 09:00 09:15 <
24/06/2021 09:00 09:15 ]
25/06/2021 09:00 09:15 <
28/06/2021 09:00 09:15 V]
29/06/2021 09:00 09:15 <
30/06/2021 09:00 09:15 o
1/07/2021 09:00 09:15 (]
2/07/2021 09:00 09:15 @ .
@ Appointment date and time are available.
e Appointment conflicts with an existing appointment.
& oK I € Cancel | ©® Hep |

7. Click OK to complete the process. If there are any conflicts you won't be able to create
the repeating appointments.
8. The repeating appointments will display the Repeating icon.

|
45

09 oo ) Abby Brock

[$]

15

30

45

Client History

You can view a client's appointment history by clicking the History button.
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j Time: 10:00 w D} Duration: .15 v| minutes

~| [ search| | © New ||| T History

A history of all the client's appointments will then be displayed:

Chient History for Aaron Fisher x
History Date Date E Provider Status h
l l ¥ [7/04/2021 900 AM  7/04/2021 0845 09:15 Aimee No Show Aim
_& 1/04/2021 838 AM  7/04/2021 0845 09:15 Aimee Booked Aim
— 31/03/2021 947 AM  31/03/2021  10:15 10:45 Aimee Canceled Aim
16/03/2021 317 PM  17/03/2021 0845 0%:15 Aimee Canceled Aim
14/03/2021 838 AM  31/03/2021  10:15 10:45 Aimee Booked Aim
12/03/2021 11:02 AM 17/03/2021 0845 09:15 Aimee Booked Aim
3/03/2021 839 AM  3/03/2021  09:30 10:00 Aimee No Show Alm
1/03/2021 421 PM 3/03/2021 09:30 10:00 Aimee Booked Aim
4/02/2021 1222PM  17/02/2021  10:00 10:30 Aimee Booked Aim
1/02/2021 9:27 AM 3/02/2021 09:15 09:45 Aimee Booked Aim
14/01/2021 232PM  20/01/2021  09:00 09:30 Aimee Booked Aim
2/01/2021 11:15AM  6/01/2021 0830 09:00 Aimee Booked Aim
i >

ie.!; Viewl \Q Close [ \9 Help |

You can view the details of a history entry by selecting it from the list and clicking the View
button, or by double-clicking the entry.
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View Client History *
History Date: 31/03/2021 947 AM |
Appointment Date: IBIIDBIEDEI l
Start Time: 10:15 |
End Time: 10:45 ]
Provider. Aimee |
Status: ’Canceled ‘
User: IAimee ‘

iﬂ' Close © Help |

Adding a Concurrent Appointment

Concurrent Appointments are for situations where you book multiple clients for a provider at
the same time.

1. Click in a blank appointment slot in a Provider's column.

‘T5 PhonePad 5 Appointment Calendar: Steve
File Admin Help

Home Adml’anelp\
BEEBGLNATDORFRBET
O wmezot >

Mo TuWwe Th Fr 5a Su

123456 08 oo

78 910111213 15

14 1517 18 19 20 .
21 22 23 24 25 26 27

2862030 123 4 | | 4

56 7 8 910 11. 09 oo 1 Abby Brock o

Tﬂday 15

30

B4 Abigail & 45
—
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2. Click the Add Concurrent Appointment button (or select New>Concurrent
Appointment from the File menu).

T PhonePad 5 Appointment Calendar: Steve
File Admin Help

Home A Help

73|28 Wb ¥4

3. Select a Duration for the appointment.

a Concurrent Appointment

29/06/2021  ~| Time: 0300 v Duration: : minutes
30 A

45

60

75

90

105

120 w

|.Ienr|ifer

4. Add clients to this appointment by click the Add button (see Selecting Clients &1 for
more information).
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Schedule a Concurrent Appointment

Date:  29/06/2021 ~ Time:0900 v Duration: v| minutes

Provider:

Jennifer |

Clients:

@ Add || |@ Remove|

MNotes: | a

5. Add notes in the Notes field if needed.

Mew Appointrment >-c
-!Eé] Schedule a Concurrent Appointment
‘:0 Date: 29/06/2021  ~| Time: 0900 - Duration: 15 | minutes

Provider: Jennifer |

Clients:

O Add

MNotes: Add some notes here.

O Display Motes instead of Clients

|& ok | |©® cancel | @ Help |

6. You can make the appointment an all day appointment by clicking the All Day button (it
will change to green). The Time and Duration drop-down lists will be disabled.
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Hew Appomntrment =
-1551 Schedule a Concurrent Appointment
‘:0 Date: 29/06/2021  ~| Time: v| Duration: | minutes

Provider: :lennifﬂ ]

Clients:

@ Add | |@ Remove|

Add some notes here.

O Display Motes instead of Clients

lﬂ 0K J lﬂ Eam:el| |'ﬂ' Help |

7. You can have the Notes display in the calendar instead of the clients by checking the
Display Notes instead of Clients check box.

W

[J Display Notes instead of Clients

® oK € Cancel © Help

8. Click OK to finish creating the appointment.

Selecting Clients

Clients are added to a Concurrent Appointment by following these steps:

1. Click the Add button.
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Schedule a Concurrent Appointment
Date:  29/06/2021 ~ Time:0900 v Duration: v| minutes
Provider: Jennifer |
Clients:

|© Add || [@ Remove|
MNotes: |

2. The Select Clients for This Appointment screen will be displayed.

Select Clierts
O Select Clients for This Appointment
8% Search: P Selected Clients:
Name = Company Phone | = Aaron Tate
Tabitha Lang Wilkinson Pty Ltd 8727714 Abby Farmer
Tabitha Love Michols Company 9712788 Ivy Payne
Tabitha Maorrow ‘Wheeler LLC 2438064 M'u'_ Ro_cha
Tabitha Potts Ferrell Co 7822069 Mallie Kirkland
Tabitha Sawyer Campos Co 6994157 Tamara Shert
Tabitha Small Petty Pty Ltd 7694760 Tameka Duke
Tabitha Tate Barrish Pty Ltd 6983247
Tamara Bradshaw Brown Limited 5824741 o
Tamara Camacho Mielsen Limited 2024110
Tamara Ford Wolf Co 8088737 o
Tamara Fox ‘Walker Corporation 2151933
Tamara Glover ‘Wallace Pty Ltd 5087423
Tamara Mccoy Davidson and Sons 7747986
Tamara Maorse Redriguez Limited 2625917
Tamara Short Owens and Associates 2082524
Tamara Wooten ‘Woadard Inc 9993387
Tameka Cain Castro Limited 7607663
Tameka Duke Ramos Co BI568T3
| Tamekas Fard Haad A SAI3ITAN Ry
@ ok | [© cacel | (@ Hep |

3. To add a client to the appointment, select their name from the list on the left and click
the right arrow button, or double-click on their name.
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Search: | PO Selected Clients:
Name = Company Phone | * Aaron Tate
Keith Mcdowell Bowers Company 6215459 Abby Farmer
Keith Parks Alvarado LLC 7201671 vy Payne

Keith Santana Webster and Sons 6043157 Mitzi Rocha
Keith Sosa Cooley and Sons 6915012 Mollie Kirkland
Keith Warner Bridges Limited 6746694 Tamara Short
Kelley Eaton Wiggins LLC 8299388 Tameka Duke
Kelley Ewing Muoss Inc 6117426

Kelley Flowers Carter LLC 6027404 |§’

[Kelley Greene Gould Limited 8364128 |

Kelley Hubbard Mielsen Corp 5831008 o

Kelley Rutledge Fitzgerald Enterprises 6387442

Kelley Salas Cain Carporation 5926394

Kelli Benson Odonnell LLC 9443510

Kalli Mullan Frinland and A<enriatac RIaAanas

4. To remove a client you just do the process in reverse. Select the name from the list on
the right and click the left arrow button, or double-click on their name.

Lo J Selected Clients:
Phone | * Aaron Tate
Abby Farmer
6215459
7201671
6043157 Mltzl_ ﬁ-cu_cha
6915012 Maollie Kirkland
6746694 Tamara Short
82993388 Tameka Duke
6117426
6027404 o
8364128
5831008 Ig
ises 6387442
5026304

5. Click OK to finish adding clients.

Adding a New Client

If a client doesn't exist in the list, you can add them by clicking the New button (see Adding a
Client from an Appointment|72'7).
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Select Clients x

Select Clients for This Appointment

8& Search; P ﬁi Selected Clients:
|

Name = Company Phone () Aaron Tate
Keith Modowell Bowers Company 6215459 Abby Farmer
Keith Parks Alvarado LLC 7201671 Ivy Payne
Keith Santana Webster and Sons 6043157 Mitzi Rocha
Keith Sosa Cooley and Sons 6915012 Mollie Kirkland
Keith Warner Bridges Limited 6746634 Tamara Short
Kelley Eaton Wiggins LLC 8299328 Tameka Duke
Kelley Ewing Maoss Inc 6117426
Kelley Flowers Carter LLC GO2T404 o
Kelley Greene Gould Limited 2364128
Kelley Hubbard Nielsen Corp 5831008 o
Kelley Rutledge Fitzgerald Enterprises 6387442
Kelley Salas Cain Corporation 5026304
Kelli Benson Odonnell LLC 9443510
Kelli Mullen England and Associates 8389045
Kelli Santos Langley LLC 6420565

Miller Company 9785706

Carrille Co 9511573

Hensley Inc T462973

Tru A Fam AIRTITA b

|ﬁ OK | |G Cancel | |0 Help |

Searching for a Client

Use the Search option to find a client quickly. Enter their name or partial name in the Search
field (1) and click the Search button (2).

To cancel the search, click the Cancel button (3).
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Select Clients
O Select Clients for This Appointment e

k Search: r:low{ o e Ll
Name = Company Phone -
Abby Mcdowell Rich Corporation 9285957
Brett Mcdowell Beasley Pty Ltd 8207194
Bruce Mcdowell Sargent Co 9493541
Clarissa Mcdowell Eaton Company 7089588
Corrine Mcdowell Manning and Sons 5832418
Daniel Downs Hickman Corporation 6097141
Darla Mcdowell Bryant Enterprises 89553999
Dustin Meadows Chaney LLC 8638209
Elma Downs Franks LLC 5581574
Felicia Mcdowell Hudson Limited 7235919
Franklin Meadows Carver Corp 6368788
Gay Meadows Sherman Corp 7651780

Adding a Miscellaneous Appointment

Miscellaneous Appointments are for situations where the other appointment types aren't
suitable.

1. Click in a blank appointment slot in a Provider's column.
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TZ PhonePad 5 Appointment Calendar: Steve
File Adrin Help

REBELEBRALNEABDELRE SR EBRE

Mo Tuwe Th Fr 53 Su

123456 08 oo

78910111213 15

14 15f§17 18 19 20 "
2122 23 24 25 26 27

22930 1234 | | i

56 7 8 91011 09 oo || Abby Brock =

:Tnday: 15

30

B Abigail Lo 45
— I

2. Click the Add Miscellaneous Appointment button (or select New>Miscellaneous
Appointment from the File menu).

fé PhonePad 5 Appointment Calendar: Steve
File Admin Help

3. Select a Duration for the appointment.
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New Appointment X
Iomm! Schedule a Miscellaneous Appointment
| |
L
I% Date:  |1/03/2024  ~ Time: Duration: E minutes
U Ai v
ser ‘ imee 30 |
Room: ‘ 45 ] IZl 4
60
Text: 75 —
90
105
120
4. Select a room if required.
New Appaintment X

Schedule a Miscellaneous Appointment

j Time: Duration: minutes

—— e

5. Enter whatever you want in the Text field.

New Appointment X

LU Schedule a Miscellaneous Appointment

@ Date: Time: Duration: 15 ~ | minutes
User ‘Aimee v ‘
Room: ‘Conference Room l IEl
Text: Enter whatever you want in this field. It can be a list of names for =

interviews for example, or perhaps it's a list of court clients, or maybe it's
just a bunch of text like this.

6. Add notes in the Notes field if needed.
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Hew Appomntrment =

‘-!551 Schedule a Concurrent Appointment

:0 Date: 29/06,/2021 --| T&ne:_ﬂ&m v Duration: _15 | minutes

Provider: Jennifer |

Clients:

& Add

Notes: Add some notes here.

O Display Motes instead of Clients

lﬂ OK Jlﬂ Eam:el| |'ﬂ' Help |

7. You can make the appointment an all day appointment by clicking the All Day button (it
will change to green). The Time and Duration drop-down lists will be disabled.

Hew Appomntrment 4
-1551 Schedule a Concurrent Appointment
‘:0 Date: 20/06,2021 w| Tim:| v| Duration: | minutes

Provider: Jennifer |

Clients:

@ Add | |@ Remove|

Add some notes here.

O Display Motes instead of Clients

IQ 0K Jlﬂ Can:el| |'ﬂ' Help |
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7. You can have the Notes display in the calendar instead of the clients by checking the
Display Notes instead of Clients check box.

W

[J Display Notes instead of Clients

& oK € Cancel © Help

8. Click OK to finish creating the appointment.

Adding a Meeting
We'll cover adding a meeting here, but adding other appointment types| «1is very similar.

1. Click in a blank appointment slot in a Provider's column.
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T2 Phonefad § Appointment Calendar: Steve
File Admin Help

R BB BRENADEOERERIEBEED

« Monday, 14 June 2021

Mo TuWe Th Fr Sa Su
123456
7 8 910[11]1213 15
51617181920 ™
212223242526 27
282930 1 2 3 4 45
. 1510MNn 09 |oo
| Today | 15
30
| a 45
& adam
& Amy 10 oo
& Andrew 15
B Barry 30
4 gill
£ Carla v| L€

(5] Day 'm_:mmn_: 9. Rooms ::EJEqui

2. Click the Add Meeting button (or select New>Meeting from the File menu).

%5 PhonePad 5 Appointment Calendar: Steve
File  Admin

3. Select a Duration for the meeting.
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Schedule a Meeting
Date: 29/06/2021 v Time: 0800 v Duration: [B |
Subject: | X
Select Participants and Resources... :g [

Participants: ' 75

a0

105

120 w

4. Enter a Subject for the meeting.

Schedule a Meeting

Date: 29/06/2021 v| Time: /0800  ~| Duratior

Subject: Team Meeting.l

Select Participants and Resources...

Participants:

5. Add Participants and Resources for the meeting by clicking on the Select Participants
and Resources button (see Selecting Meeting Resourcesl?zhb.

6. The Date, Time and Duration fields will be disabled once you have selected resources.

7. Check the External Location if the meeting is outside of the office.

External Location

Eauibment: | Portable Electronic Whiteboard

8. You can make the appointment an all day appointment by clicking the All Day button (it
will change to green).
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Schedule a Meeting
". Date: 29/06/2021 ~| Time:l0800  ~| Duration:[30  ~| minutes

Subject: Team Meeting.

l Select Participants and Resources... ] | Clear ]
Participants: | Cynthia |

lane

Jennifer

John
Room: 'Meeting Room 3

[ External Location
Equipment: | Portable Electronic Whiteboard

I AnDay

|ﬂ' 0K | |ﬁ' Cantel| |'ﬂ‘ Help |

10.Click OK to finish creating the appointment.

Selecting Meeting Resources

Providers and Resources are added to a Meeting by following these steps:

1. Click the Select Participants and Resources button.

Schedule a Meeting
Date: 29/06/2021  v| Time: 0800 v Duration: 30 | minutes
Subject: Team Meeting.

| Select Participants and Resources.. !|L Clear |
Participants:

2. The following screen will be displayed.
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Select Meeting Participants and Resources *

Date: Tuesday, 29 June 2021 Time: 08:00 Duration: 30 minutes
Participants

Provider 08:30 08:45 09:00

O Admin

0O Aimee I

O sin

[ Cynthia

[ Jane

[ Jennifer

O John

.¢ ¥

Rooms

08:00 0%:15 09:30

[ Meeting Room 1

[ Meeting Room 2

[ Meeting Room 3

[ Conference Room

< ¥

Equipment

Resource 3 08:45 09:00 09:15 09:30 09:45
[ Overhead Projector
[ Portable Electronic W...
[ Projection Screen

€ ¥
Available - Current Appointment - Mot Available - Non-Work Hours

@ oK | |© cancel | |@ Help |

3. This screen allows you to see which appointment slots are available for Participants,
Rooms and Equipment.

4. The time you selected for the meeting is shown in orange. If the participants and/or
resources aren't available at that time, you can scroll across to find a time when they're
all available.

5. Unavailable times are shown in pink.

6. Check the check box next to the Participant, Room or Equipment that you want
included in the meeting.

7. Click OK to finish selecting.
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If you need to edit the Participants, Room or Equipment, just click the Select Participants
and Resources button again.

The Clear button will clear your selections.

Updating an Appointment

If you need to update an appointment, eg. change the time or duration, select the
appointment from the calendar and click the Edit Appointment button. Or double-click on
the appointment.

LI

Repeating Appointments

Some Appointment Types] 41 can be set to repeat.

To repeat an appointment;

1. Click on the Repeat button.
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Hew Appointment
[N schedule an Appointment

_H Date: 29/06/2021  ~ Time: [10:00

Client: Staci Sheppard

w Duration: .15 vl minutes

[0 New ] (Trison)

: |Cynthia

*| [8_ Addresses -]

Phone: | ]

|ﬂ' OK ]|ﬂ' Cam:el| |'ﬂ' Help

2. You have the option of repeating Daily, Weekly or Monthly.

Repeating Appointment

7~ st 16/06/2021 v

& e 16/12/2021  ~
How Often: | Daily v

® Every |1 vj day
O Every Weekday

X

& oK l [x] Cannel|

© Help |
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Repeating Appointment *
7~ st 16/06/2021  ~
&’ e 16/12/2021  ~|

How Often: |Weekly v

Every 1 ~ week on

Omon OTue Owed OThu
O Fri Osat  [Osun

& oK l (>} Cannel| © Help |
Repeating Appointment 4
7~ st 16/06/2021 .
& o 16/12/2021 |
How Often: |Monthly v

Every 1 v: maonth
® Onday |1 2]

OoOnthe |Fist | Monday |

o oK l (] Cannel| © Help |

3. When you have made your selection click OK.

4. The option you selected will be shown on the appointment's screen.
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Hew Appointment k4
[N schedule an Appointment
O .
1y Date: IZEIOGROM v Time: |10:00 ~ Duration: 15 vl minutes
Client:  Staci Sheppard ~ | @ New | | m History|

Provider; Cynthia |

Motes: . ~
| Z Repeat || Repeat every 2 weeks on Tuesday from 29/06/2021 to

29/06/2022.
I Anpay

Address: *]

Email: w

Phone: | ]

Iﬂ' OK ||ﬂ' Can:el||'ﬂ' Help

5. Click OK to continue creating the appointment.

6. A summary of the repeating appointments you are about create will be displayed.
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=

Repeating Appointments

x
H You are creating repeating appointments for the following dates:
Date Sttt End  Available | Al
16/06/2021 09:00 09:15 v
17/06,/2021 0%:00 0%:15 ]
18/06/2021 09:00 09:15 V]
21/06/2021 0%:00 0%:15 ]
22/06/2021 09:00 0915 /]
23/06/2021 09:00 09:15 v
24/06/2021 0%:00 0%:15 ]
25/06/2021 09:00 09:15 V]
28/06/2021 09:00 0%:15 V]
29/06/2021 09:00 09:15 <
30/06/2021 09:00 09:15 v
1,/07 /2021 0%9:00 0%:15 &
2/07/2021 09:00 09:15 @ .
@ Appointment date and time are available.
@ Appointment conflicts with an existing appointment.
& oK i € Cancel | ® Help |

7. If there are any conflicts with existing appointments they will be shown. In that situation
you won't be able to finish creating the appointments.
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Repeating Appointments x
H You are creating repeating appointments for the following dates:
Date Sttt End  Available | A
&I 7/07/2021 09:15 09:45 =]
8/0772021 09:15 09:45 —]
9/07/2021 09:15 09:45 e
1200772021 09:15 09:45 =]
13/07/2021 09:15 09:45 =]
14/07/2021 09:15 09:45 =]
15/07/2021 09:15 09:45 =]
16/07/2021 09:15 09:45 =
19/07/2021 09:15 09:45 (]
20/07/2021 09:15 09:45 o
21/07/2021 09:15 09:45 V)
2200772021 09:15 09:45 &
23/07/2021 09:15 09:45 @ v
& Appointment date and time are available.
@ Appointment conflicts with an existing appointment.
& oK I € Cancel | ©® Hep |

8. If there are no conflicts then click OK to complete the creation of the repeating
appointments.

Viewing an Appointment

You can view an appointment by following these steps:
1. Select the appointment.

2. Click the View Appointment button on the Home toolbar.

¥ I

3. The appointment will be displayed in read-only mode (no details can be changed).

o5 B
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View Appointrent x
_ Schedule an Appointment
:H Date:  NEIENEN | Time: [09:30 Duration: 45 minutes
Client: Louiza Petersen “ @ Mew | | If History

Provider: Abigail |

Motes:
& Repeat | Mo repeat.
) Anpay
Address: | 2 Addresses -
Email:
Phone:

Confirming an Appointment

Appointments can be confirmed with a couple of clicks:
1. Select the appointment from the list.

2. Click the Confirmed button on the Home toolbar.

5 e R B R

3. You will be asked to confirm this.
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Confirm ol

o Are you sure you want to mark this appointment as
Confirmed?

| es | | Mo

4. Aicon will appear on the appointment showing that the appointment is confirmed. This
will also be recorded in the client's history.

-1 | Louisa Petersen &)

45

0o

No Shows

If a client doesn't turn up to an appointment you can mark them as a "No Show".
1. Select the appointment from the list.

2. Click the No Show button on the Home toolbar.

o5 3|59 E3 1 83 3 R

3. You will be asked to confirm the No Show.

4. Aicon will appear on the appointment showing that they didn't turn up. This will also be
recorded in the client's history.

Terry Compton (1]
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Canceling an Appointment

If an appointment needs to be canceled, follow these steps:
1. Select the appointment from the list.

2. Click the Cancel button on the Home toolbar.

S 3 [ B3 BB R

3. You will be prompted to confirm the cancellation. You may need to enter a note if your
Administrator has set this up as a requirement.

Cancel Appointment

9 Are you sure you want to cancel this appointment?

Mates:

4. The appointment will be removed from the calendar, freeing it up for another
appointment. The cancellation will be logged in the Appointment History@.

Looking for the Next Available Appointment

Finding the next available appointment for a client is quite simple with Appointment Calendar.
1. Select a Provider.

2. Click the Find Next Available Appointment button on the Home toolbar.
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o5 3 3 B3 I|E 3 R

3. The Find Next Available Appointment screen will be displayed, with the selected
Provider already highlighted.

Find Next Availsble Appaintrment b4
1 1 ] ] f ]
, II From Date:  7/04/2021 ~| To Date: | 271/04/2021 ~ Duration: 15 ~| minutes
EE3e, - a—
Admin 7/04/2021 | B/04/2021
Aimee
Bill
Cynthia
Jane
Jennifer g
John
John Smith 0915 d
Pete 09:30 089:30 09:30
Ryan 09:45 09:45 09:45
Samantha 10:00 10:00 10:00
Steve 10:15 10:15 10:15
Tony 10:30 10:30 10:30
10:45 10:45 10:45
i 11:00 11:00 11:00
1115 115 115 11:15 1
11:30 11:30 11:30 11:30 1
11:45 1145 1145 11:45 1]
12:00 12:00 12:00 12:00 1
12:15 1215 1215 1215 1.
12:30 1230 12:30 12:30 L'
‘ am e P PR - =
Available Notavailavie [ non-workHours @ ok | |© cacel | |@ Hep |

4. The green spaces indicate available times, whereas the pink spaces indicated unavailable
times.

5. In this example, Aimee is the selected provider and we can see that she has quite a few
spaces available on the 7th, but is almost completely booked out on the following day.
6.
7. You can click on the available times, but not the unavailable times.

8. You can book an appointment time by selecting it and click the OK button.

9. The New Appointment screen will then open with the information pre-filled.
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From DateUse the From Date and To Date to set a range for your search for available
To Date appointments.

Duration This is the duration of the appointment you want to add. Set this when searching
for appointments.
Providers Check available appointments by selecting a Provider from the list.

Search  Click the Search button whenever you change the date range or Provider.

Keep in mind the Duration of the appointment. If you try to book a one hour appointment
where there is only 30 minutes available, a message will be displayed.

The duration of the appointment will not fit within the
available time,

Rescheduling an Appointment

Rescheduling an appointment is quite simple:
1. Select the appointment.

2. Click the Reschedule Appointment button on the Home toolbar.

= BRI

3. The Reschedule Appointment screen will appear, showing the current appointment on
the left side.
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Reschedule an Appointrent x
U Reschedule an Appointment
-
[ T Current Appointment New Appointment
==F
— 9 Provider: Carla Provider:
Date: Monday, 21 June 2021 e Date:
Time: 0&:30 Time:
Dwration: 30 mins Duration:
MNotes:

|@ Reschedule H'B' Caru:el| |'ﬂ' Help |

4. Click the Select button to select a new date and/or time.

Select

5. The Find Next Available Appointment screen will be displayed.
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Find Next fvailsble Appaintment x

ToDate: |5/07/2021 v Duration: 30 v minutes |0 Search |

Abigail

Adam

Admin

Amy

Andrew

Barry g

Bill

David 12:00 12:00

Frank 12:15 1215 1215 1215 1215

Fred 12:30 12:30 12:30 12:30 12:30

Jane 12:45 12:45 12:45 1245 12:45

Mark 13:00 12:00 13:00 12:00 13:00

Oscar 12:15 1315 1315 1315 1315

Peter | 1330 13:30 13:30 13:30 1330

Rachel 13:45 13:45 1345 1345 1345

Rikke 1400 1400 1400 1400 1400

Steve 1415 1415 1415 1415 1415

Tony 14:30 14:30 14:30 14:30 1430
14:45 14:45 14:45 14:45 1445
15:00 15:00 15:00 15:00 15:00

o pe e e e -
Available Not Available [ Non-werk Hours @ ok | |® cancel | @ Hep |

6. Select an appointment time and click the OK button.

7. You will be taken back to the Reschedule Appointment screen.

Reschedule an Appointment x

!mm'm Reschedule an Appointment
Current Appointment New Appointment
5 Select

Provider. Carla Provider: Carla

Date: Monday, 21 June 2021 e Date: Thursday, 24 June 2021

Time: 0&:30 Time: 10:45

Dwration: 30 mins Duration: 30 mins

Motes:

B Reschedule |[© concel | |@ Heip |

8. Click the Reschedule button to complete the process.
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Copying an Appointment

To save time, you can copy an existing appointment's details to a new date and/or time.

1. Select an appointment.

2. Click the Copy Appointment button.

o5 3 3 B3 8 EBIER

3. Select a new Date, Time, Duration and/or Provider.

Copy Appomtrment

ﬂ Copy Appointment
i@ Date: 210672021 v| Tlme:|03:3»0 «|  Duration: 30 ~| minutes

Client: Deanne Maddox

Provider: Carla w

|ﬁ' OK ]lﬂ' Cancel||'ﬂ' Help|

4. Click OK when you're ready. The new appointment will be created.

Copying a Concurrent Appointment

In addition to standard appointments, you can also copy existing Concurrent Appointments.
1. Select a Concurrent Appointment.

2. Click the Copy Appointment button.

o5 R BB BB ER
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3. You can select a new Date, Time, Duration and Provider for the new appointment.

Copy Cencurment Appontrment

ﬂ Copy Concurrent Appointment
:Et@ Date: 28/06/2021  ~ Time: - Duntlun: minutes

Clients: | [ Abby Moore
B Abby Webster
B Abigail Doyle
B Abby Hansen
Abby Barlow

X

Motes:

|ﬂ' oK | I'ﬂ' Cancel] |'ﬂ' Help |

4. You can uncheck any Clients that won't be included in the new appointment.

5. Click OK when you're ready. The new appointment will be created.

Drag and Drop to the To Do List

Appointments can be added to the To Do List using drag 'n' drop.

1. Select the appointment.

2. While holding down the <alt> key and left mouse button, drag the appointment
from the Appointment Calendar to the To Do List.
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‘E PhonePad § Appointment Calendar: Steve - [m] K
;H::ein\‘ﬁ::mianelp
RBRBEABURELXADPDOERRERE F & - O B

* Tuesday, 16 August 2022

Mo TuwWe Th Fr Sa Su
25 26 27 2829 30 1
123 4567
§ 91011121314
15Qfd 17 18 19 20 21

2324 2526 27 28 | |
293031 1 2 3 4 09 |oo
[Today | "

(%] ~ 45
B Bl
2 C;rnthia 10 |oo
E1  Jane 15
B4 Jennifer +
John -
Bl Jahn Smith 45
Pete
B Ryan 11 |oo
B4 Samantha < . i
B4 Steve o
5]oey | [ week | EE]Montn Q) Rooms [T equipment
Server: 192.168.02 550 Monday, 22 August 2022 16:38:42
[%] PhaonePad § TaDo List for Steve - =
¥ Task ™ Due | | &
Hollie Martinez, Saunders Co on 9130938 Q@ 4
+" Lee Cote, Jensen LLC on 6002421 [ 1]
Review Documents [ +]
Contact Supplier o
Meagan Mccall [+
Total Tasks: 5 Group Tasks: 0
)
Add Edit Delete | | Recuring & Work O Personal
Settings | Exit About & Show Completed

The advantage of this is that you can set reminders for the appointment. You can do this
manually or set it up to automatically add reminders.
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In the To Do List settings is a Automatically Create Reminders for Appointments checkbox.
When checked, a reminder will be automatically created when you drag and drop an
appointment to the To Do List.

Settungs b4
Completed Tasks Cancel

General [ Delete task when completed
Et“_“l [ Dim task when completed
Liser Access
Reminders

[ Pray reminder sound:
| = O

Automatically create reminders for appointments

Preferences

Each user has their own settings in Appointment Calendar.

Select Preferences from the File menu.
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Preferences X

User

[ ] Remember Selected User

Column Widths

(® Individual Column Widths
() Set All Columns Widths the Same: 80 -

Month Calendar Month Printout
Font Size: 83 [] Only show Start Time
Appointments

] Double-clicking on an empty appointment time creates a new appointment

% oK € Cancel © Help

Rememb When checked, Appointment Calendar will remember which providers are selected
er between sessions. This saves you from having to select them each time.

Selected

User

Column Widths

Individua When selected, you can set the width of each column in the Day and Week views
| Column independently.
Widths

Set All  When selected, all column widths in the Day and Week views will be the size

Columns specified.
Widths
the Same
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Month Calendar
Font Size Sets the size of the font used for listed appointments in the Month view.

Month Printout

Only When checked, the month printout won't show the End Time, saving on space.
Show
Start
Time

Appointments |
Double- When checked, you can create a new Standard Appointment by double-clicking in
clicking an empty time slot.

on empty

appoint

ment

time

creates a

new

Standard

Appoint

ment

Printing

Appointment Calendar features a number of printouts or reports.
To access these, click the Print button on the Home toolbar.

You will be presented with a menu of printout options:

|8 3 R

by

LPlE

Print Day for Provider...

Print Day for Provider with Addresses..,
Print Week for Provider...

5 e i

Print Day for All Providers...

Copyright © 2026 Cybercom Software




Using Appointment Calendar Page 113

The number of printouts will be expanded as we receive feedback/requests from

Appointment Calendar clients.

Print Day for Provider Prints all appointments for the selected day and selected
Provider. Switch to Day view to use this option.

Print Day for Provider with ~ Same as the above option but includes Client addresses. Switch
Addresses to Day view to use this option.

Print Week for Provider Prints all appointments for the selected week and selected
provider. Switch to Week view to use this option.

Print Day for All Providers  Prints all appointments for all providers for the selected day.

Searching

The Search feature allows you to search for appointments by Subject, Client and Provider.

1. Click the Search button on the Home toolbar.

FEERIe |0

2. The Search window will appear.

-
3
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Search b

Search: | 0 #  Fompate: 1012021  v| ToDate [107/2021 v

Mo search results.

L« —
(& pint | [0 close | [@ rep |

3. To search, select a date range and then enter the text you want to search for in the
Search edit field. Click the Search button.

Search

Search: |Abigail Jo N 4

me e Jew  foee

4. The search results will then be displayed.
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Search

Search:  [abigail | 0 #  Fompate: 1012021  v| ToDate [107/2021 v

28/06/2021 0800 08:45 Appointment Abigail Lara Abigail Steve

28/06/2021 09:00 08:15 Appointment Minnie Roth Abigail Steve
28/06/2021 09:30 1:15 Appointment Louisa Petersen Abigail Steve
10772021 0200 09:20 Appointment Lidia Gardner Abigail Steve

w

>

(& v ] [0 coe ] [0 res ]

5. Double-clicking on an appointment in the search results will take you straight to that
appointment in the calendar.

6. You can clear a search by clicking the Clear Search button.

Search

Search: |Abigail p {

me e Jew  foee

7. Clicking the Print button will print the search results.
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Administration

The Administration toolbar and menu are only available to System Administrators as defined
in PhonePad.

' Home>/Admin\<Help
S Wl I Al

Rooms

To view and manage the available rooms, click the Rooms button on the toolbar, or select
Manage Rooms from the Admin menu.

Q. |l 1% | P13

This screen allows you to add, edit and delete rooms for meetings.

Manage Rooms *
o Room Mame Note Available [N LIV
Meeting Room 1 = :
‘ s Meeting Room 2 = C}  Edit
Meeting Room 3 %] =
Conference Room =
o v
Close
(7] Help
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Adding a Room

Adding a room is simply a matter of click the Add button and filling out the name of the

room.
Add Room x
Room: |Meeting Room 1
Note: |
Available
iﬂ OK |G Cancel |0 Help

Room Name of the room.
Note Optional note about the room.

Available If unchecked, the room cannot be selected for meetings.

Click OK to finish adding the room, and Cancel to cancel adding the room.

Editing a Room

To edit a room, select the room from the list and click the Edit button. Or double-click on the

room.
Edit Room: Meeting Room 2 »
Room: |Meeting Room 2
MNote: |
Available
iﬂ‘ OK |G Cancel |0 Help
Room N
a
m
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e

o

f

t

h

e

r

o

o

m
Note Optional note about the room.
Available If unchecked, the room cannot be selected for meetings.

Click OK to save any changes, and Cancel to cancel any changes.

Deleting a Room

If you need to delete a room, select it from the list and click the Delete button. You will be
asked to confirm the deletion.

Confirm 4

o Areyou sure you want to delete this resource?

es | | Mo

Equipment

To view and manage the available equipment, click the Equipment button on the toolbar, or
select Manage Equipment from the Admin menu.

Home ~ Admin Help

Q|| IX | 21
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This screen allows you to add, edit and delete equipment.

Manage Equipment

Prajection Screen
Stun Grenade

Equipment
m Overhead Projectar
Portable Electronic Whiteboard

MNote

Available [N 1"
M
= L7 Edit
g C% Delete

Q Close

x

© Help

Adding Equipment

You can add equipment by clicking the Add button and filling out the name of the equipment.

Add Equipment
Equipment:

Note:

X

|Prﬂjectur

ILocateﬁ in storeroom,

Available

Q@ ok |

& Cancel | |ﬂ' Help |

Equipment Name of the equipment.

Note Optional note about the equipment.

Available If unchecked, the equipment cannot be selected for meetings.

Click OK to finish adding the equipment, and Cancel to cancel adding the equipment.
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Editing Equipment

To edit equipment, select the equipment from the list and click the Edit button. Or double-
click on the room.

Edit Equipment: Portable Electronic Whiteboard =
Equipment: |F'ortable Electronic Whiteboard
Note: |
Available
& OK J € Cancel | |ﬂ' Help

Room N

a

m

e

o

f

t

h

e

e

q

u

i

Y

m

e

n

t
Note Optional note about the equipment.
Available If unchecked, the equipment cannot be selected for meetings.

Click OK to save any changes, and Cancel to cancel any changes.
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Deleting Equipment

If you need to delete equipment, select it from the list and click the Delete button. You will be
asked to confirm the deletion.

Confirm ot

o Are you sure you want to delete this resource?

Yes | | Mo

Appointment History

Every change that happens in Appointment Calendar is record in the Appointment History.

To view the Appointment History, click on the Appointment History button on the Admin
toolbar, or select Appointment History from the Admin menu

Hustory Log ®
l] W 35/06/2021 1512 25/06/2021 0300 100D  Client Appointment Temence Duke Jane
— 25/06/2021 1512 25/06/2021 0900 1000 Client Appointment  Temence Duke lane
25/06/2021 1512 25/06/2027 0900 10:00  Clhent Appointment  Paul Cole Jennifer
25/06/2021 1511 25/06/2021 0800 0900  Client Appointment  Rene Swanson Jennifer
25/06/2021 1510 25/06/2027 0900 1000  Clhent Appointment  Marguerite Parrigh Bin Changed he
25/06/2021 1510 25/06/2021 0900 100 Client Appointment  Marguerite Parmish Bill
25/06/2021 1509  25/06/2021 0815 0915 Client Appointment  Marci Care Cyrithia
25/06/2021 1509 25/06/2021 0200 0900  Clent Appointment  Nita Hangen Bin
25/06/2021 1217 25/06/2021 0845 0900  Client Appointment  Aaron Lara Airmes
L4 >
® view | & pint | |© Cose | (@ Hep |

The latest entries are displayed at the top.
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You have the option of viewing or printing the Appointment History.

View Appointment History

To view an Appointment History entry, select the entry from the list and click the View button,
or double-click on the entry.

Here are a couple of examples:

View Appointment History
History Date:
Appointment Date:
Start Time:

End Time:
Type:
Pravider.
Client:
Subject:

User:

25/06/2021 3:10:29 PM
25/06/2021

09:00

10:00

Client Appointment

Bill

Marguerite Parrish

Aimee

MNotes:

Action:

Changed her mind. B

Appointment Canceled

lﬂ Close ] ]ﬁ Help |
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View Appointrent History b4
History Date: 25/06/2021 3:15:08 PM Notes:

Appointment Date: | 25/06/2021

Start Time: 13:00

End Time: 14:00

Type: Client Appointment

Frovider: .Cynthia . Action: | Appointment Updated

) r - . Start Time changed from 10:00 to 13:00

Client: Lynda Mcknight End Time changed from 11:00 to 14:00
Subject:

User: Aimee

iO Close ] ]ﬁ Help |

Licensing Appointment Calendar

When you purchase Appointment Calendar, you will receive your license details via email.
You can also login to your online account at https://www.myphonepad.com and retrieve them
from there.

Click on the License button on the Admin toolbar, or select License from the Admin menu.

Home ~ Admin - Help
Q LI | 2] %

The following screen will be displayed. Enter your license information into the relevant fields.
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License Appointment Calendar x

Enter your license details and click the Activate button.

via the Internet so you may be prompted by your firewall

Appointment Calendar will connect to the license server
or security software to allow the connection.

Client Number: _C123-456?
Email Address: | john@xzycorp.com
Serial Number: |C5-1234-5678-0098-7654

& Activate m Use Cn:le| |{:| Close

Click the Activate button.

Your license details will be validated and then the following message should appear:

Information ot

The license has been successfully installed. Appointment
Calendar will now close. Please open Appointment
Calendar again.

When you click the OK button Appointment Calendar will close to finish applying the license.
You will need to restart it from PhonePad.

Admin Settings

Admin Settings is used by PhonePad System Administrators to configure Appointment
Calendar to your organization's specific needs.

Click the Admin Settings button on the Admin toolbar, or select Admin Settings from the
Admin menu.

Home ~ Admin Help

9, Ll | 1% | 213
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r Al
Admin Settings X
Appointments
Appointment Settings Appointments
Appointments Appointment Length: D| mins Appointment Name:
) . @® Use Client Name © Hep
ﬂ First Appointment: 08:00 v ,
=0 © Use Company Name
Business Last Appointment: 17:00 v
Settings Client Label: ~ Client |
Skip weekends for Multi-Day appointments 2nd Line: ‘ - ‘
Toolbars Calendar Setup 3rd Line: ‘ V‘
First Day of Week: Monday ~
Appointment Colors
Admin Time Standard
(®) 24 Hour Time (Military Time) Concurrent:
12 HourTime Miscellaneous
New Client Screen Meeting:
Identification Label: |Identificati0n Personal:
Identification Hint: |Client No, Patient No, etc Break L] Default Y
Meal Break
Appaintment Canceling Leave
| Require Not C |
equire Notes on Cancel Reset Colors
User Labeling
Set this to something appropriate for your
business.

User Label: |User

Appointments

There are various settings you can change to customize Appointment Calendar.
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I'Admin Settings X A
Appointments
Appointment Settings Appointments
m -0 Cancel
Appointments Appointment Length: |15 v | mins Appointment Name: -
) ) ® Use Client Name © Help
ﬁ First Appointment: 08:00 v
[ (' Use Company Name
Business Last Appointment: 17:00 v
Settings Client Label: | Client ‘
Skip weekends for Multi-Day appointments 2nd Line: o ‘
Toolbars Calendar Setup 3rd Line: v|
First Day of Week: Monday v
Appointment Colors
Admin Time Standard
(® 24 Hour Time (Military Time) Concurrent:
- 12 HourTime Miscellaneous
New Client Screen Meeting:
Identification Label: |Identification Personal:
Identification Hint: |CIient No, Patient No, etc Break & Default e
Meal Break
Appointment Cancelling Leave:
|| Require Not C |
equire Notes on Cancel
User Labeling
Set this to something appropriate for your
business.
User Label: |User

Settings

Appointment When checked, the MessageSender service will process messages in the
Length message queue.

First This is the time of the first appointment of the day. If office hours start
Appointment earlier on some days, set this time to the time of the first appointment for

the earliest day.

For example, if the first appointment is normally at 9:00am but one day a
week it's at 8:00am, then set this time to 8:00am.

Last This is the time of the last possible appointment of the day. If office hours
Appointment are longer on some days, set this time to the last appointment time for the
latest day.
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For example, if the last appointment is normally at 4:45pm but one day a
week the last appointment is 8:45pm, then set this time to 8:45pm.

Skip Weekends When checked, the MessageSender service will process messages that are
for Multi-Day queued to be sent via Pushover.

Appointments

Process Every x When checked, any multi-day appointments that are created won't include
Minutes weekends.

Calendar Setup

First Day of With this option you can set which day starts the week, ie. Sunday or
Week Monday. This setting applies to the calendar as well as the Week and Month
views.

24 Hour Time If you prefer 24 hour time (the default) select this option. The time will be
displayed in this format throughout Appointment Calendar.

12 Hour Time If you prefer 12 hour time select this option. The time will be displayed in
this format throughout Appointment Calendar.

New Client
Screen

Identification Appointment Calendar provides an option for adding new clients directly in
Label Appointment Calendar, instead of having to switch to PhonePad and
entering them in the Address Book.
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Noew: Clagnit X

Date of Birth: M

Firstname: l]

Lastname:  |Required

Emaik: I
I
I

|
|
Company: | | Wiork Phone:
Address 1: | | A Work Phone:
Address 2: | | Home Phane: |
cye | | cenmobite phone: |
State: i— Postal Code: I—I Identification |C| ent Mo, Patient Mo, etc.

Type: Business Address v o 9

Motes 1 “ Notes 2 ' Motes 3

© ok | @ concel | (@ mHew |

This setting changes the Identification (1) label on the New Client screen.
The default is "Identification".

Identification This setting changes the Identification Hint (2) on the New Client screen.
Hint The default is "Client No, Patient No, etc.".

Appointment
Cancelling

Require Notes When checked, users will be required to enter a note when canceling an

on Cancel appointment.
User Labelling
User Label In some places users are referred to as Providers. You can change this to

anything you want, eg. User, Doctor, Attorney, etc.

Appointment Use Client Name - when selected, the name of the client will be displayed
Name on the appointment calendar.

Use Company Name - when selected, the name of the company will be
displayed on the appointment calendar.
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Client Label The Client Label is set to Client by default. You can change this to
something else if you prefer, eg. Patient, Customer, etc.

2nd Line Where an appointment spans 2 or more time slots, you can specify what is
displayed in the second time slot. The options are Address, Subject or
Phone Number, or you can leave it blank.

3rd Line Where an appointment spans 3 or more time slots, you can specify what is
displayed in the third time slot. The options are Address, Subject or Phone
Number, or you can leave it blank.

Appointment
Colors

Active When checked, the MessageSender service will process messages in the
message queue.

Process Emails When checked, the MessageSender service will process messages that are
queued to be sent via email.

Process SMS  When checked, the MessageSender service will process messages that are
queued to be sent via SMS.

Process When checked, the MessageSender service will process messages that are
Pushover queued to be sent via Pushover.

Process Every x Determines how frequently the MessageSender service should check for
Minutes messages to process. The default is every 5 minutes.

Appointment Colors

Standard Allows you to change the color of the various appointment colors.
Concurrent

Miscellaneo

us

Meeting

Personal

Break

Meal Break

Leave

Reset Resets the colors back to their defaults.
Colors
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Business Settings

This screen enables you to set the business hours for each day of the week. Use the check
boxes to select the days you work. Set the start and end times for each day.

Adrmin Settings

Business Settings
E Business Hours

® J

=

z 2
b4

Appointments “IMonday  From o0 3 Toj1700  [Z
r=1| “Tuesday  From 000 2| Tol1700 [

i ) - :

_ [/l Wednesday From 0800 2| To[17:00 2
Business : - - -
Settings [ Thursday ~ From 0800 '%| To [17:00 ':—|
E Fiday ~ From 0800 3| To[1700 =
Tocibars (Jsaturday ~ From 0800 5| To 1700 3
%‘ [ Sunday From 02:00 -%-| To 17:00 ':—|
Admin | sean | | sean |

| Resetan | | Reseran |

Set All Sets all times to the same time Monday is set to. For example, if the From is set
to 10:00, clicking this button will change all days to that time.

Reset All Resets all times to the defaults.

Setting Your Business Hours

Set your Business Hours by checking the checkboxes for the days you are open.

Then, set the Start and End times for each day.
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Business Hours

] Monday Fron'i 08:00 [+ T-:| 1700 5

I:I TiracA s Cram |no.nn E]l TA |1T-ﬁﬂ El

What If We Start Work at Different Times on Some Days?

Set the time for the earliest time you start. You can then create a repeating Block Out Time
for the days you start later.

This also applies to days you may finish earlier. In that case, set the End Time to the latest
possible time and then create a repeating Block Out Time for the days you finish earlier.

Toolbars

Appointment Calendar has lots of options on the Home toolbar s} with quite a few different
appointment types[ s\ If you don't use all of these buttons then you can easily hide the ones
you don't use.
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Adrman Settings x
Home Toolbar
Appointments Select the toolbar buttons you want to display, and unselect the toolbar buttons you want to -
=, hide.
(=¥ ] d Standard Appointment = 2
Business p—
Settings % Concurrent Appointment
- tb‘ Personal Appointment M
Toolbars % Meeting
% {4 Biock Out Time =
Admin
a) Break %}
)% Meal Break %]
% Leave %}
'=!'. Edit Selected Appointment =]
—
=i View Selected Appaointrent =
l”_lj Caonfirm Selected Appointment =i}

Unselect the buttons you don't need and they will no longer appear on the Home toolbarl ).
Make sure you click OK to save your changes.

Admin

Use this option with care. It will delete all of your Appointment Calendar data.

You can use this option to reset your Appointment Calendar data if you entered dummy data
during your trial period.

To erase you data, click the Erase All Calendar Data button. You will be asked twice to
confirm the deletion.
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Adrman Settings. x

-
m Calendar

Appointments This option allows you to start with a clean Calendar database. It is mainly intended to erase all

ﬂ test data you may have created while trying the system.
C

.- Erase All Calendar Data
Business

Settings

Toolbars
:
: ] !

Admin
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Support

The Support toolbar has buttons for sending in suggestions for improving Appointment
Calender, getting help from support staff, viewing information about Appointment Calendar,
and accessing online help.

Home Admin Help

1800

Suggestions

We're always looking for ways we can improve our software. If you feel that there is
something missing from Appointment Calendar, or you would like certain features added,
click the Suggestions button on the Help toolbar, or select Suggestions from the Help menu.

Home Admin Help

&
@
&

We are only interested in constructive feedback so if you have some then please tell us about
it!

We can't promise that every idea will be implemented but we will definitely consider all
suggestions.

If you are having problems with Appointment Calendar or need assistance with it, please use
the Support/ = option instead. The Suggestions mailbox is only checked once every two or
three weeks so if you send support requests using Suggestions you will be waiting for a while.

Sending a Support Request

If you are having problems with Appointment Calendar then we want to know about it. Don't
keep it to yourself. We want you to be happy with your software so we are eager to correct
any issues you are experiencing.

Copyright © 2026 Cybercom Software



Support Page 139

To send a Support Request, click on the Support button on the Help toolbar, or select
Support from the Help menu.

Home Admin Help

80 6

About

Click the About button on the Help toolbar to display information about Appointment
Calendar, or select About from the Help menu.

Home Admin Help

' 900

The following screen will be displayed. It shows the current Version Number of Appointment
Calendar that is installed, and who it's licensed to.

About *

l. Appointment
m = Calendar

Version 5.0.1

Copyright © 2001-2021 Cybercom Software. All rights reserved,

This software is licensed to:

Cybercom Software

MR N FLALAA T R R R S W IR AT Ll 0 R A LIRS BRI LR R

this program, or any portion of it, may result in severe civil and
criminal penalties, and will be prosecuted to the maximum extent
passible under law.

Close
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Help

If you need help on anything in Appointment Calendar, click the Help button on the Help
toolbar, or select Help from the Help menu.

Home Admin Help

000

Online help will be displayed.

Appointment Calendar User Guide

Introduction

. Welcome 1o Appointment Calendar!
Jinsaallation o ) et
™ Termi Used what exactly i Appointment Calendar?
“ Gesting Started It's an easy plication far a9 i Calendar is an add-on for PhonePad 5. Itis a multi-user network-based appointment scheduling application (that's a mouthfull
£ User interface
@ appointment Types i , iph o just one. be booked with a minimum amount of dicks.
& uss )
Using Appoinmant Calendar with the - vit 5 Server, 50 there ication of data. Th that appest in th ; Calendar are the tame contacts that sppear in PhonePad
< dainistration and its Address Boak
£ Suppont
 pusrehasing Appointment Calendar Features af Appaintment Calendar include:

» Intuitive wh interface makes it eady 16 use.

= Day, Week and Month calendar views.

- View ils by hovering over an
+ Repeat (recurring) appointments.

« Easily find rext appaintment for any pronider.

= Copy all details of an exgting i 108w

* Various appoinament types (Standard. Comcurrent, Personal, Breaks, Leave. et}
» Configurable main toalbar.

= 12.6¢ 24 hous time format

= Dates adjust 10 your local settings.

= Prisacets and repors.

= Comglete hstory of all appaintments.

= Pius more.

Like PhorePad, Alerdar is ing product that will be enhanced time, We welcome any suggestions and feedback you may hive,

W Rope you enjoy wiing Appointment Calendar and find it @ vasluable 100! Tor your Dusiness of GIganization.

W alendar s nat available a3 a separate
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Purchasing Appointment Calendar
Appointment Calendar can be purchased from the Trial screen.

Just click the Buy Now button and you will be taken to our secure order page.

o, Appoisiment

Thank you for trying PhonePad 5 Appointment Calendar. You can try Appointment
Calendar for 60 days free of charge.

Cnce the trial period has expired, you will need to purchase Appointment Calendar to
continue using it. There is no need to renstall Appointment Calendar after purchasing a
license.

We hawve been in business since 1995 and we are here to help any way we can.

For more information about Appointghent Calendar or PhonePad, please contact us or visit

our website,

Website: WA, ercom-software.com

Email; bercom-software.com

Telephone: -B06-2144 (Toll Free in US and Canada)

You have 60 da of your 60-day trial.

| continue Trial || |5 BuyNow ||| License | |f2 it |
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2R Celebvating 26 Years (7]

- T &
Cybercom
Software HOME PRODUCTS DOWHLOAD PRICING THOY  LEARM  SUPPORT MEWS COMPANY  LOGIN

Buy PhonePad, MessageSender, and Appointment Calender Now

Secure Online Ordering "] TrustedSite
Purchasing your new software is easy! You can order it online right now! VERIFIED 55L

Just select the licenses you need and then click the Buy Now button. We will send you your license by email within a few
minutes!

We only use secure online payment processing so please be assured that your details are safe when you purchase,

Please note: If you have already installed the software you don't need to install it again. The license you receive will convert

the version you have installed into a fully licensed copy.
herima b s e =

» Click here for more information on ordering and pricing

If wou have any problems purchasing, please contact sales@eybercom-software or phone 1-B865-806-2144,

Products Price

PhonePad 5
The easiest and fastest way to log and manage phone calls.
N you have mone than 100 users pease contact us for spedal pricing: sl STy beroom-solwane, ooim

= PhonePad home page

MessageSender 6 $47.00 | add [l Remove | 0.00

Automatically forward your PhonePad phone messages to emall, SMS and Pushover,
Oindy one license needed. Requires PhonePad 5,
b MessageSender home page.

Appointment Calendar 5  $87.00 m 0.00
Adds a full-featured appointment scheduling system to PhonePad 5.

Oinly one license needed. Reguires PhonePad 5.

= Appontment Calendar home page.

Spedal Code: 0.00

Total: 0.00
Firstniame: Lastname:
Business Name: ;
_ VERIFIED
Email:

Safe and secure
online ordering

St’tm-ﬂ ar

positive

Your IF Address is 1.157.73.9
REE

Uy Now €%
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12 Hour Time 23, 127

-2 .

24 Hour Time 23, 127
2nd Line 23, 127

-3 -

3rd Line 23, 127

-6 -

60 day trial 14

-A-

About 139

Access 40

Activate 125

Add 51

Add Appointment 66

Add Concurrent Appointment 78
Add Meeting 89

Adding a Client from an Appointment 72
Adding a Concurrent Appointment 78
Adding a Meeting 89

Adding a New Client 81

Adding a Room 119

Adding an Appointment 66
Adding Equipment 121

adding new clients 23

address 66

Address Book 23, 72
Addresses 48, 66

Admin 125, 126, 134

Admin Menu 38

Admin Settings 20, 126

Admin Toolbar 35
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Administration 118

AllDay 48, 51, 57, 66, 78, 89

All Providers 43

appointment 48, 108
Appointment Calendar 10
Appointment Cancelling 23, 127
Appointment Colors 23, 127
Appointment Details 32
Appointment History 48, 123, 124
Appointment Length 23, 110, 127
Appointment Name 23, 127
Appointment Status Icons 41, 43
appointment type 48
appointment types 39, 48, 66, 73, 94, 133
Appointments 127

Automatically Create Reminders for Appointments
108

-B -

Block Out Time 132
Blocked Out Time 48, 57
Break 48, 59

Break type 59

Breakfast 59

Business Hours 132
Business Settings 132

Buy Now 64
Calendar 18
Cancel 102

canceled 102

Canceling an Appointment 102
Clear 92

Clear Search 113

Client 48, 66, 113, 127
Client Details 71

Client History 76

Client Label 23, 127

Client Search 69

Clients 107

completed 41, 43
Concurrent 48

Concurrent Appointment 51, 78, 81, 107
Concurrent Appointments 78




confirmed 41, 43, 100

Confirming an Appointment 100
conflicts 73, 94

Continue Trial 64

Copy Appointment 107

Copying a Concurrent Appointment 107
Copying an Appointment 107
customize 23

customize Appointment Calendar 127

-D -

Daily 73, 94

Date 89

Day 32

Day View 39, 43

delete all of your Appointment Calendar data
Deleting a Room 120

Deleting Equipment 123

Dinner 59

Display Notes instead of Clients 78
Duration 48, 66, 78, 89, 102

-E -

Edit Appointment 94

Editing a Room 119

Editing Equipment 122
Equipment 32, 92, 120
Equipment View 46

Erase All Calendar Data 134
Exit 64

External Location 89

-F -

File menu 36

Find Next Available Appointment
First Appointment 23, 127
First Day of Week 127

fully licensed version 14

-G -

Getting Started 18

102, 104

134

-H -

Help 140
Help Menu 39
Help Toolbar 35
History 48, 76
Home toolbar

Identification 23
Identification Hint 23, 127
Identification Label 127
Individual Column Widths 110
Installation 14

Introduction 10

IP Address of the Server 32

-L -

Last Appointment 23, 127

launch Appointment Calendar 64

Leave 48, 61

Leave type 61

License 64, 125

license details 125

Licensing Appointment Calendar 125
Looking for the Next Available Appointment
Lunch 59

Main Window 32
Manage Equipment 120
Manage Rooms 118
Manage Users 18
Manager 18

Meal Break 48, 59
meal breaks 59
Meeting 48, 56, 89, 92
menu bar 32

Month 32

Month View 43
Monthly 73, 94
multiple clients 51

20, 33, 133
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-N -

New Client 72, 127

New Client Screen 127

next available appointment 102
No Show 101

No Shows 101

no-show 41,43

Notes 51,78

-P-

Participants 89, 92

Personal 48

Personal Appointment 54
PhonePad 18

Preferences 110

Print 112

Print Day for All Providers 112
Print Day for Provider 112
Print Day for Provider with Addresses 112
Print Week for Provider 112
printing 112, 123

printouts 112

Provider 16, 102, 113
Providers 92

Providers list 40, 42

Providing Calendar Access 18
purchase 125

-R -

Remember Selected Providers 110
reminders 108

Remove 51

Repeat 48, 57, 59, 66, 73, 94
repeat an appointment 94
Repeating Appointments 94
repeats 41

Require Notes on Cancel 23, 127
Reschedule Appointment 104
Rescheduling an Appointment 104
Reset All 132

Reset Colors 127

Resources 89, 92
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Room 92
Rooms 32, 92, 118
Rooms View 45

-S .-

Search 69, 113

search for a client 69

Searching 113

Searching for a Client 69, 81

Select Clients for This Appointment 81
Select Participants and Resources 56, 89, 92
Selecting Clients 81

Selecting Meeting Resources 92
Sending a Support Request 138

Set Al 132

Set All Columns Widths the Same 110
Setting Your Business Hours 132
single provider 43

Skip Weekends for Multi-Day Appointments 23,
127

Standard 48

standard appointment 48, 66
start and end times 132
status icons 41

Subject 56, 113
Suggestions 138

Support 138

Support Request 138
System Administrators 118

-T-

The Trial Screen 64
Time 66, 78, 89, 127
time blocked out 57
toolbar 32

Toolbars 33, 133
trial version 14

Type 59

-U -

Updating an Appointment 94
Use Client Name 23
Use Company Name 23
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User 16
User Management 18

-V -

View 124

View Appointment 99

View Appointment History 124
viewing 123

Viewing an Appointment 99
Views 39

-W -

Week 32
Week View 41, 43
Weekly 73, 94
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