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SCHEDULING A TASK

Click on the main menu.

Click on the appointments
icon.

Tasks are displayed in
white on the Appointment
Book. They can be resized
and moved in the same
way as an appointment.

Navigate to the desired
day on the Appointment
Book.

Click on the relevant
time slot in the relevant
employee’s column.
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Select schedule a task at
3:28 PM

the top of the client list. o, =
T on, 29Feb 15

First Name

Click done.
--
o ﬂ--
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Select the relevant task.
#CLASS -“n ’— IHECtive
#EXPENSE
Click done. The task d_l s
will th_en appear on the ECROUD v
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CREATING, EDITING AND DELETING A TASK

Click on the main menu.

ra!anmes ﬁ Lucy &Chris AKaﬁE SHORTCUTS
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W
Select schedule a task at 55 suorrcuts
the top of the client list. @. 3:28 PM
%% Mon, 29Feb 16
First Name j

Click done.

o ﬂ-

N Z
If you want to create a
taSk, CIICk e o “- R
Enter the name and the #EXPENSE
default duration of the 1 23
task. #GROUP &
“
Click done. SSTAFF New Quick
“

If you want to edit a task, FWALKIN
edit.

Aaron Douglas .

cPC Hist

Enter the new task name 0404 440004(M) 07 33337373 (H) —
or duration. Allisa Cameron U [

0477111171 (M) T
Click done. Allison Tenby . Merge

0488 338888 (M)
If you want to delete a Amber Ashton
task, select the task and 0422111888 (M) — c v"
click delete. Amy Newman
Click yes to confirm i Meeting Done Cancel 3

When you’re finished,
click done to schedule
the selected task, or click
cancel to exit the task
window.
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