Scheduling activities:

1.  Calls, Next Actions, Appointments can be scheduled as follows:
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Left click on Schedule





Left click on Call





This will bring up the “Schedule a Call” table





Remember you can use the lookup tables inside each data entry field or type entry in yourself.





Highlight the day and left click on "Select





Then left click on "Schedule





Placing the pointer inside the “Date” data entry field and right clicking the mouse will bring up the calendar





This is the reference line you entered when you scheduled the activity.  It should give you a general idea of what the activity is about.





Scheduled activities can be found in the Pending Tab but will appear on your calendar for easy viewing.








