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	The SalesLogix Calendar can be chosen as the default calendar by using Tools/Options/Calendar.  The Calendar menu shown below can be accessed by right clicking anywhere inside the calendar.  This menu can help you perform actions directly from the calendar and control the setup of the calendar.  The setup menu items will be covered in this Qcard. 
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	1. SalesLogix calendar shown in the daily view. 
2. This area displays Timeless Activities such as follow up calls to be made at any time during your day.  

3. SalesLogix calendar shown in weekly view.  The timeless activities appear below the scheduled activities in this view. 
4. If you would like to view Other User’s Calendars and you have permission to see their Calendar you can select from the menu and select the specific SalesLogix user from the list provided.  
5. Calendar Reports menu allows you to make selections on what kind of calendar and activities you want to print.  Different time Intervals can be chosen. 
6. Show will allow you to select what you want to show on your calendar such as Phone Calls, Meetings, To Do’s, Personal, and “Completed” activities.  To remove a specific kind of activity from displaying on your calendar you would deselect.   
7. Options opens a menu to make specific display selections unique for your calendar such as day start and end time. 
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	The SalesLogix Calendar menu shown below can be accessed by right clicking anywhere inside the calendar.  This menu can help you perform actions directly from the calendar and control the setup of the calendar.  The actions menu items will be covered in this Qcard. 
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	1. Drag and drop calendar items to change the time of the activity on the calendar.  

2. Double click a selected time period within the calendar and the Schedule Activity menu will display. 

3. From a Scheduled Activity in the calendar and right clicking you can Edit Activity, Complete Activity or Delete Activity. Note:  you can only delete activities that you have scheduled. 
4. Activity Note Pad is like a large scratch pad for note taking.  The note can then be turned into a Scheduled, Completed (Unscheduled) Activity, or Note.  
5. Go to Contact, Go to Contact, or Go to Opportunity can be selected to jump to the associated record for which the Activity is scheduled.  
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Double click a time bar to get activity menu
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