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Add New Event

Double click on a blank space on the calendar around when you would like the event to be scheduled.

an Event Page will appear.

*Note: Fields will be pre-populated based on the date, time, and technician (if you added an event in the technician calend
ar view) you clicked on when adding the event.  all these fields can be overridden.

There are three event types: Miscellaneous Events, Work Order Appointments, and Recurring Work Order

Appointments.  Event type is selected from dropdown box next to the "Type" field.



 The following will outline how to schedule each event type (hyperlinks).


