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1 Introduction

The Sage Planner utility creates an extra calendar tab in the My CRM area of Sage
CRM. This calendar adds to the existing calendar functionality by allowing users to view
more information about the activity on the graphical display, and providing the ability
to view more than one user’s calendar simultaneously.
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2 Installing the SagePlanner

e Log in to Sage CRM as an Administrator
¢ Go to the Administration Menu, and click Customisation
e Click on the Component Manager:

Customisation
ﬁ You have reached the Customication home page. Sinply select the Customization apbion pou sant fo s

06 then complate the administration fask.

Translations
Change system translations, create new ones, and activate inline tanslation
mode ta change Field captions "on the fly",

h‘-‘ — l'J Component Manager

XE_,_E‘ Upload and install components, and create new ones if you have an ETS licg

Customisation

Primary Entities
Salact the primary endify you want fo customise.

P om0 Cases Communication
vance
el u i e il e Matas it Blickiy Al it ieietis e O Custorise cammunication fields, screens, lists, tabs, blacks, bable scripts, views,

summary reports, as well as create notifications specifically for cases, and summary reports, as wel as create notifications spedfically for

communications.
G Company Lead
Data Management [ | Customise company Fields, screens, lists, tabs, blocks, table scripts, views, and = \& Customise lead Fields, screens, lists, tabs, blocks, table scripts, views, and
summary reports, as well as create notifications specifically for companies, summary reporks, as well as create notifications specifically for leads,
=
'd\.él P R -

e Click the Browse buttoﬁ and point to where the SagePlanner.zip file was saved
e Click Upload New Component

= Component Manager

Install
Companent

@~

Custamisation

E

Advanced
Custamisation

Add Cumpunent\

Data Managemert: -
[R\SaurceProjectsiD: agePlanneriNew install CRHM aserlar_Brffie.. | @ Uplosdnew companent

o

E-mall and No Installed Cnmpnnants\—_i-
= b Pesciption —————[installed Date |

System

e The Sage Planner will now be visible in the list of Available Components.
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2l CRM - CRM_IPRISM - Microsoft Internet Explorer
Fie Edit View Favorites Tools Help

Qo+ O 1 [ G P Sorme @ B- 2503

Adeiress [ ] hetp: flocalhost[CRM_IPRISMfeware 4 v B ks ™

mponent Manager

Available Cumpunents\

Instal
Companent

Users Sage Mews Ticker
B Sage Planner @ Help

Custamisation

B

Advanced
Custamisation

&

Data Managemert
[ Browss. 0 Upload new component

Add Cnmpnnant\

E-mail and No Installed Components
BEERis Component Name [Description. . |installed Date |
v
System
Faeh

o Highlight the Sage Planner in the list, and click Install Component

3 CRM - CRM_IPRISM - Microsoft Internet Explorer

File Edt View Favortes Tools  Help

Ou - © HAG Lo oo @ @3- 2= 3

address |&] http: flocalhost[CRM_IPRISM eware.di v B ks >

mponent Manager

Available Cnmpnnants\

¥
Users SaEe News Ticker Q

Instal
Companent

Advanced
Custamisation

Add Component |

o

Data Management

| e i Upload new component

K

E-mail and No Installed Components
BEEais Component Name [Descripion.~_____________________[installed Date |

System

¢ If you have a license for the utility, enter it here. If you do not, leave the word ‘EVALUATION’ in
the window and you will be given a 30 day trial

Install
Component

Cancel

Help

©6 ¢

Customisation

B

Advanced

il

e Click Install Component
e The installation will run. When it has finished, click Continue
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2 CRM - CRM_IPRISM - Microsoft Internet Explorer

File Edit “iew Favorites Tools  Help

Qe - () B @ th pﬁear(h *Favurites &) @v I‘\‘ L3

Address a httpsfflocalhost }CRIM_IPRISMjeware, di

\ i
| i Administration ->> Customisation ->> Component Manager

(L &4 it
M u
Administration Installing Component...
ﬁ Running Script
Users Refreshing ¥iews, please wait...

Refreshing Metadata, please wait...

EE Compgpent Installed
Custamisation

e The component manager will now show the component has been installed

' 1 Component, Page 1 of 1

Component Name Description _______________________[installed Date
SagelewsTicker Today
15:43

o All users will now need to log out of Sage CRM and log back in to refresh their menu’s, in order
to view the new utility
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3 Configuring the SagePlanner

e Log in to Sage CRM as an Administrator
¢ Click on the Administration Menu and select the Activip menu item
e Select Sage Planner

Administration - Activip

ad ation Activip
ﬁ You have reached the Activip Aome page. Simpl Fefact the Activip GpEan you want (0 work on and then complata s Aduiiriarion
Chetia (7. )y Sage Query <% \y Sage Planner
\)f Run 5QL Query, W SpeciFy and change Sage Planner settings,
Suetonkabon ™y Sage News Ticker
EE \_ 2 Specify and change Sage Mews Ticker settings.
Advanced
Customisation
Data Management
E-mail and
Documents
L
System
Activip
©)
Log OFf

e The configuration options will be displayed

'y
» .
’li Administration - Activip

License Key Information \

LICENSE:
Evaluation, License key wil expire on : 09/12/2006 /' change

Configuration \

CALENDAR ¥IEW MODE NUMBER DF ¥ISIBLE DAYS {CUSTOM MODE):
Custom S

MULTISELECT OF ACTIONS
Mo

(25-75) HOUR SLOT HEIGHT: (100-250) DAY SLOT WIDTH:
25 132

APPOINTMENTS DESCRIPTION FIELDS:
Persan Full Name, Company Mame, Past Code

e Click Change to update the configuration.

e CALENDAR VIEW MODE — Choose between Custom, Day or Week views
NUMBER OF VISIBLE DAYS (CUSTOM MODE) — If Custom View Mode is selected, choose the
number of days to be displayed on the calendar (2-7)
MULTISELECT OF ACTIONS — Allows users to use the Ctrl key on their keyboards to
select multiple activities
(25-75) HOUR SLOT HEIGHT - Sets the display height of the time slots
(100-250) DAY SLOT WIDTH — Sets the display width of a day on the calendar
APPOINTMENTS DESCRIPTION FIELDS - Select what information you want to display
about the appointment on the calendar

e When you have finished making changes, click the Save button at the top right of
the screen
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3.1 Changing the Appointment Description fields

e Click Change on the Sage Planner Configuration screen.
¢ In the Appointments Description Fields section there will be two columns

APPOINTMENTS DESCRIPTION FIELDS:

Person Full Name Person Full Mame A
Details

- Cormpany Mame

‘j Post Code '&{
Address 1 lndd
Address 2

Address 3

Address 4 b

Paost Code

Remove

The left column shows the fields that will be displayed on the calendar, and the right
column shows all available fields.

e To add a available field, highlight it in the right hand list and click Add, you will
notice it appear in the left hand column

e To remove a displayed field, highlight it in the right hand list and click Remove

3.2 Viewing and Updating License Information

Click Change on the Sage Planner Configuration screen.
Your license type and expiry date will be displayed.

License Key Information

|
| Settings [UERERERE
|

LICENSE:
Full ¥ersion, Licensed for: PRIDRSERVER, Expiry date  change
21j08(2007 B

To update your license, click the Change button on the right of the screen, and enter
your new license. Click Save when done, and your license will be updated.
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4 Viewing and Editing Activities

e Log in to My CRM and click the Sage Planner tab

&9 Sage Planner [3

Calendar | 4 9 november, 2006 [Z b

Time Eriday Saturday Sunday Monday | eren newin
10, Now 11, Now 12, Nov 13, Nov See Today

07:00 AM
Actiom:
08:00 AmM Waration ~
Phone Cut —
08:30 AM Phone In
05:00 AM 4 Karen Newitt tiiiii ?nUt
Claire Robinson E-mail Out
09:30 AM Prior Anahytics Limited E-mail In
T3 1L -
10:00 AM Introductory Meeting Fo ut —
Status:
11:00 AM User:
11:30 AM Adamn Wood ~
Andrea Ingham
17:00 PM andy Rankin
Claire Robinson
12:50 PM =
Liz Waods
01:00 PM Maonika Makosa
Richard Young o
01:30 PM 71
eam:
0z:00 PM Accounts
Default
02:50 PM Direckors
Sales
03:00 PM Suppart
03:30 PI
04:00 PM
04:30 PM Q Apply Eilker

e The main calendar is shown in the centre, with a column for each day

e To the right of this, the filtering options are shown, which can be used to change
what is displayed on the graphical calendar

e Use the green arrows to move forwards and backwards through different dates, and
click See Today to jump back to the current date

4 9 Movember, 2006 B

See Today

e Click on the calendar icon to jump to a specific date with the pop up calendar

4 13 Movember, 2006
e Click once on an activity in the calendar to be taken to the activity details screen
e When in Week view, click once on the date at the top of the calendar to be taken to
the day view
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Dashboard | Calendar | Contacts | Leads | Opportunities | Forecasts | Cases | Solutions | Library | Preferences feth A GU =0 Project | ==

Galendar | N

Time Tuesday Wednesday Thursday Friday
' 14, Nov 15, Nov 16, Nov 17, Now
07:00 &M N, ]

07:30 AM

05:00 A
05:30 AM
09:00 AmM
09:30 AM
10:00 AM
10:30 AM
11:00 AM
11:30 AM
12:00 PM

12:30 PM

e When in Day view, click once on the date at the top to be taken to the week view
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4.1 Changing the calendar display

There is a list of filtering options to the right of the Sage Planner calendar
4 9 November, 2006 [ B

See Today

¥iew By: | Custom %

Action:

Status:

Pending w
User:

adam Wwood ~

andrea Ingham

andy Rankin

Claire Robinson

Faren Mewitt

Liz Woods

Manika Makosa
Richard Young b

Team:
Accounts
Default
Directars
Sales
Suppork

'KJ\ apply Eilker

View By - allows you to select from a pre-set list of views — Day, Week or Custom.
This changes the number of days that are displayed on the calendar at once

Action — select which activities should be displayed. Sage Planner will default to
Meetings only, but you can change this from here. Hold the Ctrl key on your
keyboard to select multiple activity types

Status — Select if you want to view activities that are Pending, Complete, In Progress
or Cancelled

User — Select whose activities you want to view. This will default to the current user,
click on a different name to change this. Hold the Ctrl key on your keyboard to
select more than one user

Teams — Highlight a team name to view the calendar for all users in that team
Select the options you want to filter by, then click Apply Filter

If you selected to view more than one users activities, the list of selected users will
appear on the far right of the screen. They will each be given a different colour, and
the activities on the calendar will be colour coded to indicate the user who is doing
that activity.
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| Galendar 4 9 Noverber, 2008 G0
S Friday Saturday Sunday Monday
10, Now 11, Now 12, Now 13, Nov See Today

07:00 AM

I Adam Wood

I Karen Newitt

07:30 AM
03:00 AM “acation ”~
Phone Out =
08:30 AM Phone In
z Letter Qut
09:00 AM Letter In
TR E-mail Out
. E-mail In
10:00 AM 7 Aidam Wa Fexowt M
Monika Mak| Status:
10:30 AM Prior Analyti Pending N
Thld 484
11:00 AM Support Me User:
11:30 &AM
Andrea Ingham
12:00 PM Andy Rankin
12:30 FM =
01:00PM
Richard *oung
01:30 PM T
eam:
02:00 PM Accounts
Default
02:30 PM Directors
Sales
03:00 PM Support
03:30 FM
04.00 PM
oaan o L apply Fiter

05:00 PM [ Adam Wood
James Thempsan
D530 PM Mpvicr snalytics Limited
Mw10 705
06:00 PM W cConfirm retwork configur:

06:30 PM

4.2 Scheduling Activities

e Make sure the day you want to schedule the activity for is the first day visible on the
calendar (in the left hand column)
e Click on the time on he far let of the calendar that you want your activity to start

Dashboard | « Contacts Opporturnities | Forecasts | Cases | Solutions | Library | Preferences EEEDISNEEUNTIN Project

Calendar \

Time Tuesday Wednesday Thursday Erdk
' 14, Nov 15, Nov 16, Nov RARED
o7 —_

a0 am

07:30 AM
05:00 AM
0g8:30 AM
03:00 AM
02:30 AM
10:00 AM
10:30 AM
11:30 AM
12:00 PM

12:30 PM

e The Schedule Activity window will appear, with the start time as you selected on the
Sage Planner
e Fill in the other Activity Details as usual and save the activity

End of Document
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