alden)|\| -

Calendar View: How Tos

1. Fromthe Conversation Search View, you also have a Calendar
View. Click the Calendar View.

a|d£3|‘~._]i [Comversagon ~

O f @ saved Views ~ | = Menu

| Poles on Map

@ Resuiskewmed 243 € o Tex 65 TakaActon ~ | seec 2 -
2. The Agendais the default, Calendar View. Here, you can see the

various upcoming Dates and Events that are about to expire.
5 Take Action ~ o “ i

~ Conversation (disp 18 24 with active timers)
Today +4 » i Monday, May 12, 2025 - Sunday, May 18, 2025 Day Week Mont! m
Date Time Event
2
1 3 Tuesday all day 553885: [oint-Use Permit To Attach: Post Inspection
May 2025
all day 058051: Workspace: Active
all day B58055: Workspace: Active
Thursday all day 945498 Joint-Use Permit To Attach: Make-Ready Overdue
1 5 May 2025
1 7 Saturday all day 945403: |oint-Use Permit To Attach: Make-Ready Overdue
Whay 2025
all day 845411: Joint-Use Permit To Attach: Make-Ready Overdue

3. Ifyouwant to just see what’s on your docket for today, click the Day
option.
&
Day Week Month

O The Day view just shows events on your calendar, today. In this
example, there are no events on my calendar today.

~ Conversation (displaying 24 with active timers)

Today | 4 | 5 Mo day, May 12, 2025 m Week Month Agenda
Mon, 5/12
all day

800 AM
9:00 AM

10:00 AM ‘

11:00 AM

Y
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4 To see the week view, click Week.

mweek Month  Agenda

O The Week view shows all events on your calendar, for your week.
Here, | see that | have 3 events or Conversation statuses expiring

on Tuesday, one on Thursday, and two on Saturday.

~ Conversation (displaying 24 with active tirmers)
Today 4 » i Sunday, May 11, 2025 - Saturday, May 17, 2025 Day m Month Agenda
Sun, 5/11 Mon, 5/12 Tue, 5/13 ‘Wed, 5/14 Thu, 5/15 Fri, 5/16 Sat, 5M17
all day 9.5)8\?55.' \.3.454_‘38: Jgin_l- 945—1_1 1: o| '_:
958051: 945403: Joint-
O538R5: |oint:
-
B8:00 AM
9:00 AM

10000 AM

5. Like Day and Week, you can also click Month to see all your events for

the month.

O
mweek Month  Agenda

O From Month view, you can see the entries for the entire month.

~ Conversation (displaying 24 with active timers)
Today + »  [FMay2025 Day Week m Agenda
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
a
27 28 26 30 May 01 0 03
04 i 06 07 08 09
945410; Joint-Use
945409; Joint-Use
1 13 14 15 16 7
953885: Joint-Use 945498: Joint-Use 545403: Joint-Use
958051: 945411; |oint-Use
22 23 24

18 19 0 21
M B844280: Joint-Use
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6. To get back to the default, Agenda view, click Agenda.
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7. Within any of these Calendar views (Day, Week, Month, or Agenda),
click on one of the events.

~ Conversation (displaying 24 with active timers)

Today | 4 » i Monday, May 12, 2025 - Sunday, May 18, 2025 Day Week Month
Date Time Event

1 Tuesday all day G953885: |nint-Use Permit To Attach: Post Inspection it

e 2028 all day 058051: Workspace: Acti 953385 Joint-Use Permit To Attach: Post Inspection

all day 958055 Warkspace: Active

1 5 Thursday all day 5945498: Joint-Use Permit To Attach: Make-Ready Overdue

May 2025
1 7 Saturday all day 945403; |oint-Use Permit To Attach; Make-Ready Overdue

A all day 045411: Joint-Use Permit To Attach: Make-Ready Overdue

e e———

8. From the Take Action menu that opens, click Open Item to open the

Conversation.

5 Take Action >~ ‘?i l"%n
~ Conversation (displaying 24 with active timers)
Today « » [& Monday, May 12, 2025 - Sunday, May 18, 2025 EONIVEEERCOR Day Week Month [f
Date Time

1 3 Tuesday all day 953885: joint-Use Permit To Attach: Post Inspection

all day 958051: Workspace: Active

all day 958055: Workspace: Active

1 5 Thursday all day 945498: joint-Use Permit To Attach: Make-Ready Overdue
1 7 Saturday all day 945403: Joint-Use Permit To Attach: Make-Ready Overdue

e all day 945411: Joint-Use Permit To Attach: Make-Ready Overdue

1 Selected (1 Conversation)

O NOTE: From the Take Action menu, you can also Add To External
Calendar. This is helpful if you wish to track your expiring
Conversations in Outlook or another calendar.
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9. When the Conversation opens, you'll see that the event is on your

calendar because the item is set to expire the day before this event.
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O From here and before the status expires, you can work the
Conversation, and advance the status of the Conversation like
normal.
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