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Viewing the Multiple Resource Calendar Grouped by Resource

While Allpro SchedulePro allows you to manage several aspects of your business, the calendar control is of
course the most useful feature.

o Create detailed schedules

e View your schedule in the Day, Work Week, Week, Month, or Timeline View

« Create recurring appointments

« Maintain multiple calendar resources (Office Staff, Estimator, Equipment Rentals, etc.)
« View the schedule for each resource or merge all resources into one calendar

o Set Alarm/Reminders so you never miss an appointment

« Drag appointments from one calendar to another

e Print calendars in any view to take on the road

The image below displays the Allpro SchedulePro calendar in the Day - Grouped view. The Day View allows
you to view appointments for each time slot. You will notice that there is a separate calendar for each resource.
A resource can represent a person, crew, room, piece of equipment, or any other item that you may need to
manage a schedule for. Allpro SchedulePro allows you to create an unlimited quantity of resources. You can
display all resources or you can choose to view only selected resources.
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This view makes it easy for you to see what each resource has scheduled for any given day.

To create new appointments with the Scheduling Software double-click on the calendar and the Appointments
Dialog box will be displayed. You can move appointments by dragging appointments from one location on the
calendar to another with your mouse. You can also create copies of appointments by holding down the Ctrl key
on your keyboard while you drag appointments from one location on the calendar to another with your mouse.



Viewing the Multiple Resource Calendar with No Grouping

The image below displays the Allpro SchedulePro Calendar Software in the Day - No Grouping view. This
view is very similar to the previous view except you will notice that all the appointments for each resource are
displayed on the same calendar. All of the available views allow you to group by Resource, Date, or No
Grouping.
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This view allows you to easily see the full schedule for your entire company in one place.



Viewing the Work Week Calendar

The image below displays all the appointments for the "Deena" resource in the Scheduling
Software Work Week View. This view also allows you to view appointments for each time slot.
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This view is useful if you want to view the work week's schedule for a particular resource. The Work
Week view is also useful when you are scheduling appointments to make sure you don't accidentally
create any scheduling conflicts.



Viewing the Week View Calendar

The image below displays all the appointments for the "Deena" resource in the Scheduling
Software Week View. This view allows you to view appointments for the entire week.
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This view is useful if you want to view the week's schedule for a particular resource. The Week view

is also useful when you are scheduling appointments to make sure you don't accidentally create any
scheduling conflicts.



Viewing the Month View Calendar

The image below displays all the appointments for the "Deena" resource in the Scheduling

Software Month View. This view allows you to easily look at all the appointments for the entire

month.
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This view is useful when you are looking for openings in a large time period.




Viewing the Timeline View Calendar

The image below displays all the appointments for the "Deena” resource in the Scheduling Software Timeline
View. This view allows you to easily look at all the appointments for an extended period of time.
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This view is especially useful if you work on larger projects that extend over a large period of time.



Viewing the Appointments Dialog Form

The image below displays the Calendar Software Appointment dialog form. This form is displayed when you
double-click on the time slot you would like to create an appointment for. The Appointment Dialog form is
where you actually create your appointments. This form not only allows you to create appointments but you can
also select an existing Customer and or Job from the dropdown list that you would like to associate the
appointment with. This feature allows you to easily view the entire schedule for any given customer and or job.

i N
— J/ Johnson Contracting 231-355-1238 231-555-1268 - Appointment LEM
Customer/Job: | Jghnson Contracting |E|

| Create Auto Subject/Location . . View Customer
Subject: |3/ Johnson Contracting 231-555-1238 231-555-1269 |

Location: |J-:uhnsu:un's Office | Label: ||:| Business

Starttme:  [6/21/2010 7| [1r:15:00am (5] CJAlday event

End time: |6/21/2010 || [11:45:00AM [S{ Resource:  |Jm

Show time as: Eﬁusy Iv| [T rReminder |

Stop at Johnson's to review their new print.|

. Recurrence .

Better Integration! You simply select the Customer/Job you would like to schedule and then select the "Create
Auto Subject/Location™ button. All of your job location and contact information will automatically be pulled
from the Customers form so you do not have to reenter all of this information on your calendar. This allows
your calendar to have all the information needed when printing or viewing appointments. You will also be able
to view the full schedule for a specific job from the Customers form. The best part is there is no double entry!



Viewing the Appointment Recurrence Form

The image below displays the Appointment Recurrence form. The Recurring Appointments Dialog is
displayed when you select the Recurrence button from the Appointments Dialog form. This form
allows you to create recurring appointments to help organize appointments that appear on a regular
basis. For example, you could create a separate calendar Resource for all your monthly bills. You
could then create a recurring appointment for each bill's due date so you never forget to pay a bill on
time.

-

.
[ Appointment Recurrence | 2 |

Appointment time

Start: [11:15:00AM || End: [11:45:00 AM || Duration:

Recurrence pattern

() Daily
(%) Weekly FRecur every week(s) on:
(L) Monthly [ ]sunday Monday [ |Tuesday [ |wednesday

T Yearly [IThursday [ |Friday [ |Saturday

Range of recurrence

Start: |6f21f2t| 10 5.5 (®) Mo end date
() End after: OCCUITENCES
OEndby:  |8/23/2010 |~
Ok [ | Cancel | IF‘.emnue Recurrence .

Allpro SchedulePro provides you with far more than just your standard calendar features. There are
literally limitless uses for this Scheduling and Task Management Software.
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Filtering Appointment Data

Allpro SchedulePro provides you with several powerful ways to filter your calendar data so you can
easily find what you are looking for.

The Filter panel is displayed when you select the Filter button from the main toolbar. There are five
tabs which provide you with different methods to filter your data.

Date Range Filter

The first filter tab is the Date Range tab. By default only appointments that fall between the default
date range will be loaded into the Calendar. This feature will greatly improve the performance of the
Calendar Software because old past appointments that are no longer relevant will not be loaded.
The default date range is based on the Previous Days Qty and the Future Days Qty values you enter
on the Options tab of the Company Setup form. You can adjust the dates on the Date Range tab and
select the Show Appointments in Date Range button to adjust the current calendar filter. You can
also select the Show All Appointments to remove the filter and load all appointments into the
calendar. You can also use the Quick Date combo box to automatically adjust the Start Date and End
Date based on a specific parameter (example: Month will set the date range to include appointments
for the current month).

Welcome | DateRange | Lobel | Sistus | CustomeriJob | Advenced

Liz2 this filter if you want to only display appeintments that fall bebween a specific date range.

Quick Date: [»! Start Date:| 6/1/2010 = End Date: | 6/19/2010 v/
Shaw Appointments in Date Range [ Show All Appoiniments
Label Filter

The second filter tab is the Label tab. When you create an appointment you can select a specific
Label for the appointment. For example, you could label certain appointments as "Important”. Each
label will have a specific color assigned to it so you can look at your calendar and easily find all
"Important” appointments. You can define your own labels on the Calendar Options form. The Label
filter allows you to select a specific Label and only appointments that have that Label will be
displayed on the calendar. To remove the Label filter select "All Labels" from the Filter by Label
dropdown list.

Welcome | Date Range Label Status Customer / Job |  Advarced
Uza this filter if vou want to only display appointments with a specific label.

Show: Month View [ Cisplay Resources: |Deena |

Group By: Resource [ Filter by Label: |Phone Call (]

Status Filter

The third filter tab is the Status tab. When you create an appointment you can select a specific
Status for the appointment. For example, you could assign certain appointments a status of "Out of
Office™. You can define your own statuses on the Calendar Options form. The Status filter allows you
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to select a specific Status and only appointments that have that Status will be displayed on the
calendar. To remove the Status filter select "All Statuses"” from the Filter by Status dropdown list.

Inelcome Date F[a_ngg | Label Status __El.l-&_torrver fdob Advanced
Uise this filter if yvou want to only display appointments with a spedfic status.

show: Month View [» Display Resowrces: Deena []
Group By: |Resource [» Filter by Status: |Out Of Office []

Customer / Job Filter

The fourth filter tab is the Customer / Job filter tab. To create this filter you simply select the
Customer/Job you would like to filter by from the dropdown list and then select the Filter Schedule
button. Then when you view the calendar you will notice that only appointments for the selected
Customer/Job will be displayed. This feature is very useful if you are having a hard time finding a
Customer/Job on the schedule. You can choose to display the Month view and easily locate the
required appointments. To remove the filter select the Remove Filter button.

Inelcome Date F[a_ngg | Label 5_1&11:55 Customer / Job Advanced

‘You can filler the calendar so anly appoiniments for the selected Customer/Job will be displayed. \When you are
finished viewing filtered data select the "Remove Filter” button or select the "Refresh” bution

Select Customer/Job: | Johnson Contracting _,_|

Filter Schedule | Remaove Filter |

Advanced Filter

The fifth filter tab is the Advanced tab. The advanced filter tab allows you to create a very specific
filter which allows you to find appointments in an almost unlimited quantity of ways. In the example
below, Location was select as the field to filter by. Equals was selected as the method of searching.
Other examples of methods would be "Starts With, Contains, Greater Than, etc.). "Hilton Center"
was entered as the search criteria. With this filter created if you were to select the Apply Filter
button only appointments that contain the text "Hilton Center" in the Location field will be displayed
on the calendar. Advanced filter allows you to create very specific filters so you can find exactly what
you are looking for. To remove the advanced filter select the "X" to the right of the filter and then
select the Apply Filter button.

Weicome | DasteRange | Label | Siaws [ Customerijob| Advanced

Uza this filter if vou want to only display appointments with a specific status.
And |  ApplyFiter |
[Location] Equats Hiltorn Center

Through all the various powerful searching and filtering options this Scheduling Software makes it
extremely easy to find the appointments you are looking for.
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Printing Calendar Data

Allpro SchedulePro provides you with complete printing capabilities. There are multiple printing

options and formats available.

-~

Print all appointments

.
Page Setup | 2 J
Format | Paper | Resources |
Style name: |Daily Style s | i Define Styles... ; I
Options Preview
Start date: |6/21/2010 - |
End date: |6/21/2010 -| —
Print from: s:00:00aM |2
Print to: |3:00:00PM |2 Fonts
Date headings:
Duration: |? hours o= | | 12 pt. Arial Rounded MT Bold [o== |

Appointments:

|12 pt. Arial Rounded MT Bold 2o |

Shading
|Fu|| Colar izl |
Print Preview Print (04 Cancel
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The calendar can also be printed to a variety of different document types.

- s, !
Page Setup &J
i Format | Paper Resnurcesi
Paper Page
T-!Ilrpe: S|IE: I
Ad -4 Letter =
1 Letter Half
Legal & Billfold
Executive 3 Pocket
| A5 1/2 sheet booklet |
I &G 1/4 sheet booklet i
B3 Dimensions:
B&
—3 Width: 50 Height: an "
Com-10 s = s
Paper source: Page orientation
Auto Select [
() Portrait
Margins () Landscape
Top: 0.25" Left: [D.25"
Bottom: |0,25 " Right: |0.25" [ | Apply settings to all styles
| PrintPreview | Print Ok | | Cancel
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You can choose to only print specific resources or you can print all resources in a single calendar if

needed.
i 1
Page Setup | 2 ]
| Format | Paper Resources
Print all resources on one page Resources per page: | = |
Lise current grouping of the active view Group by: | ki |
Print using the custom collection Resources kind: |AII resources Pt |
Custom collection
Available resources: Resources to print:
Deena =
. | I
Jim
Mike
I ==
Sue
Print Preview Print . K . Cancel

This Calendar and Task Management Software provides you with all the printing capabilities you

may require.
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Working with the Notes Form

Allpro SchedulePro provides you with complete task management capabilities. The Notes form gives you a
convenient place to store and organize your tasks. This Task Management Software form provides you with

far more than just a simple task list. We have created an easy to use and very time effective way to get
organized.

The image below displays the complete Notes form. The Notes form contains several sections. These sections
include Notebooks, Subjects, Tasks, and Task Details. The structure of this form is similar to what you would
have with an actual paper notebook. Most notebooks contain the notebooks itself, which is broke down into
several sections. Each section contain several lines.

[ Alicuc SchedubePro OFE ¥I00  DF= biutation - [Ler: Adiman =5

=

HomeScroen [N Notes

Qese Save | (W) (Copent) {Comp) | Toos [ Al Cumens | Compiges | S Curent-—r | (k> | Prin
. | Dioea: | Tosks | hotes
g T
5 .
E W 1| General 1.0
= | Passwords 30 M
71| Dy Tasks 40 177 | Call Susan Erown shout seiting up & mesting Stancerd DEAOND (7] | BRU0M0471:41 PRt
il i i S o | £ savmoanI A |
= - 1

Call Susan Brown about setfing up a meating

Sea il Susan can meet with ws on 772010, 11 nol we won'l be able (o meat unld the folowang week.
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The image to the left displays the Notebook selector. Allpro SchedulePro
allows you to create as many notebooks as you require. Notebooks usually
represent a large category of items you may need to organize. You can think
of the notebooks you would like to create similar to what you would name an
actual paper notebook. If you were still working on paper you would likely
have a separate notebook for each type of information you need to track. To
switch from one notebook to the other you simply click on the notebook you
would like to work with.

™
| -
@
C
)
O
1=
E&r"

The image to the left displays the Subject Selector. This Task Management
Software allows you to create as many notebooks as you require. Subjects
represent a small group of items you may need to organize. To switch from
one subject to the other you simply click on the subject you would like to
work with.

Return Calls

The image below displays the Tasks Grid. This grid is where you enter the actual task information. There are
several columns that you can use to sort and filter your tasks.

Contains Contains Contains

Call Susan Brown about setting up 2 mesting |
[W 3] Cait Ben Kent Standard 06252010 | [ | 621201041021 PM |||
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The image below displays the Details area. This area is where you can enter additional information about your
tasks. This area can be expanded to be as large as necessary. If a given task contains a lot of information you
can simply enter a brief description in the Tasks Grid and then enter all the details in the Details area. The
Details area automatically shows the details for each task when you click on a task in the Tasks Grid.

“Call Susan Brown about setting up a meeting

See if they can meet with us on 7/7/2010. If not we won't be able to meet
with them until the following week.

This simple structured Task Management Software guarantees to make you more organized. It is extremely
easy to use but yet still very effective. Not only can you manage all your personal tasks but you can choose to
share your tasks so other Allpro SchedulePro users can view and edit your tasks. This provides better
communication between you and the rest of your staff.
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Working with the Customers Form

Allpro SchedulePro provides you with an easy way to manage your customers and or jobs. Just like
QuickBooks, Allpro SchedulePro allows you to create multiple jobs for a single customer. For
example, if you do several jobs for a builder, you enter the builder’s information on the Customers
section of the form (the top section). Then you create a separate job record in the job grid (located
on the bottom left side of the form) for each job you do for the builder.

. Home Screen
|..§.-":'SIE Save fEdit [Delete MNew First Prev Mext Last 7of7  Seach Print 4 Help

Current Customer. Professional Builders
Customer Details | Customer Notes | Schedule | Customer Attachments

Customer Nl Professional Builders Copy
: Mike Burns Down

1357 5. Green St

45651 -
M

Show | Active Jobs =] | JobDetails | Current Job Notes | Schedule |

[m] Contains ] Set Same As Cusiomer

1463 Cline St =] c 1463 Cline St
2397 Main St cqx Mike Burns
301 Ok St.

1439 Edison Ave

2318 Maple Rd. Apth

3

The Customers Form also allows you to view any appointments that were created for a particular
customer and or job. This allows you to review the customer's appointment history with your
business.

The Attachments tab allows you to create a link to external documents for the current customer. For
example, you may have a contract that was created using Microsoft Word or a document that you
scanned into the computer as an image. In the Description column you enter a brief description
about the file you will be linking to and then select the Browse button. The Open dialog box will be
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displayed. You can then navigate to the file you would like to link to and then select the Open
button. A link will then be created to the file and the file path will be displayed in the Attachment
Path column. You can then open the document by selecting the Open button.

By creating links to these external documents you can easily view all of your customer’s information
from the Customers form even if some of the information is stored outside of the Scheduling
Software. There is also no quantity limit so you can link to as many files as you need.
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Working with the Customer List

The Customer List form allows you to easily locate customers and jobs. When the form is first
opened all the customers and jobs that do not have a status of "Closed" are loaded into the grid.
You can use the toolbar on the top of the form to easily filter the list to display Customers and Jobs,
only Customers, only Jobs, or all Jobs including inactive jobs.

They are sorted by the full Customer/Job name (Customer Name: Job Name). You can change the
way the records are sorted by clicking on one of the blue column headers.

Home Screen L Custeener Lis|
Lhose | Showe (Customers and jobs)  [Customers)  Lobs) (AdlImcluding Closed) | 44 Help

iu} Contsing
|

[ Waew B
| Harny Smith | 231855113
EECIC S
| Pete Jebeann
Johnace Contractieg: 101 Weat St Remodel | Jobrson Contracting 101 Vesa 5t Femode | Pess Jotemen
Jehnase Comracteg H587 Pire 5t Addition | Jobrson Contracting SEYT Fine 5 Addtion | Pete dobwacn
Wt Eailery W= Buley | Wia By | Miztt By [ [ Z37-5EE-8E
WhoSrith ____ |WaSmith _ [WikeSmh | Wike Srih |Codllne 207555 1588 _|
Prelvbsicml Bilders | Proimelori i [ Profosviorel Butdirs | M Buira [LGy 2R |
Profeasacnal Builders 1461 Chine & Peolessionsl Builders | 1263 Cire 5 | Wike Buns [ | TH-E5E-0T18 |
Professaceal Builders 1459 Edison Sve | Prolessional Bulders | 1428 Ediazn Ave | Mike Buns | Z3-EEEETIS | Mew Job
Profeasional Builders 2310 Maple Rd Sgeh | Professionsl Bulders | 2310 Maple B3 Aget | Mike Burms i i | FTI-555-0713 | New Job
Professaoral Builders 2157 Wain & | Professionsl Bulders | 2397 blmin &t | Mike Bums & | F9-EEE-ET13 | Mew Job
Professional Builders 301 Disk 5t | Professionsl Bulders | 301 Dsk 5t | Mike Buens | i | F71-555-8713 Pew Job

You will also notice that the Full Name column text is dark blue and all the other column’s text is
black. Blue text in a grid indicates that when selected the text is a link. When you hover your
mouse over the Full Name column, a button will be displayed. If you selected the button the current
customer will be opened in the Customers form.

The Email Button column which is located to the far right of the grid allows you to easily send emails
to your customers. If you click on this button Microsoft Outlook or Outlook Express will open and a
new email message will be created with the Customer’s email address entered into the “To” field.
Note that this feature only works if you are using Microsoft Outlook or Microsoft Outlook Express.

The Scheduling Software Customer List form provides you with several ways to filter and sort your

customers so you can easily find customers even if you don't know all of their information when you
are starting the search.
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Setting Up Your Employees

Before you can start entering information on the Scheduling Software Time Sheet form you have

to create your employees. The grid below is displayed when you open the Employees form. This grid

allows you to enter information about all of your employees.

-

Home Screen

m Allpro SchedulePre QBE v1.0.0  DF= Insulation fUser Adm. ]

Close | &) Help

01/01,2000 Owner £20.00
r Mike Atkins 05152002 Office Manager £15.00

Secretary

Sl s

Entering Time Sheet Information

Allpro SchedulePro provides you with a simple way to track your employees time sheet information.
The Time Sheet form not only allows you to track time durations but you can also associate each
time sheet entry with a task and a Customer/Job. This provides you with an easy way to track how

much labor you are spending on each task and Customer/Job.

. Allpro SchedulePro QBE w1000 DF= Insulstion {User: Admin]

Home Screen E Time Shest
Lose Jave fdit = Help

Select the date range youwant Lo display in the grid bebow: gu'm:mmru [=] End DRl 0522010 =]
| |[m] Co |[m] Contnirs  |[m] Cartairs (] Coninens [m] Contsins. [m] Cortsin |[m] Contain |[B] Cortsi|[w] Contsi [[m] Conts:|[8] Certains
= } | | |
(| |0875E010 | Desnalures | Professionsl Bulders 2318 Maple Aid | Esbmate |50 A0 | 0200 P s00)  ¢5 ml
|| [ |067152010 | Mike Atkins Mansgement  |0S.00AM | 0500 PM 800| 51500 s12000
[ | T [0878200 | Mike Atkins Mansgement | 0300 AM | 0500 PM B00| s1500) $12000
|_ [ |08NT0 | Mike Atkins Managemers | 0200 AM | 0500 M B00| 51500) 512000
[ | I [0e82010 | Mike Atkins Maragement | 0500 AM | 0400 M 700] 51500| 50500
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Setting Up Your Software Users

Allpro SchedulePro provides you with complete user level security. This Scheduling Software allows
you to create a separate user account for each person who will be using the software. The Users form

allows you to specify which forms and reports each user will have access to. For example, you may

not want all of your users to have access to the Employees form because they would be able to view
each employees pay rate. You can set their Security Level to "No Access". By setting "No Access" the

user will not be able to open the form.

{User: Admin)

I&§ Allpro SchedulePro QBE v1.00  DF= Inculation
. .

dale 2

Home Screen B Uses
Lllose 3ave Edit | s | Ma : Read/Write ReadOnly | s | ) Help

Admin Administrator | [} Company Setup Wi M e comeTTg

= o Employees T r—— e
Customers Main Menubar Rezdirite
Customer List Main Menubar Readivirite
SchedulePro Main Menubar ReadViite
Notes Main Menubar Read/Vrite
Time Sheet Main Menubar Read Only
Import From QB Main Menubar ReadWiite
Export Customers Main Menubar Readlvirite
Hename Customers Main Menubar Read/\rite
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Regardless of whether you will be installing Allpro SchedulePro on one computer or one hundred, you
can create an unlimited quantity of Calendar Software users.
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Multiple User Support

Allpro SchedulePro can be installed on multiple computers on your network. If all of your computers
are always connected to the same network then there is no reason to synchronize your data. You
would simply install Allpro SchedulePro on each computer and then point each workstation
installation to the database located on the main computer. On the other hand if you have a laptop
that you will be taking out of the office you can synchronize your copy of Allpro SchedulePro with the
primary computer on your network. This allows you to take your laptop to job sites or even home
with you for easier after hours work.

When you synchronize your laptop with the primary computer any changes that were made from any
of the computers on the network will be copied over to your laptop. Any changes that were made on
your laptop will also be copied over to the primary computer.

By providing two powerful data sharing options you are guaranteed to always have all of your
important data with you at all times. This ensures you don't ever have to go without your
Scheduling Software. The data synchronization method is also superior to online calendars because
you don't have to worry about having an internet connection to do your work. Your business is self
contained and not reliant on any external services.

Multiple Data File Support
Allpro SchedulePro also allows you to work with multiple data files. This is useful if you own multiple

companies and you want to track each company separately. You can track each company in a
separate data file and easily switch from one company to the other.
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Allpro SchedulePro Tour Summary

the most useful features in this comprehensive Scheduling Program. There are
however, several more features not mentioned.

This software is ideal for any business that needs to automate their scheduling
and task management processes.

If you have any questions about Allpro SchedulePro please don't hesitate to
contact us via email or telephone.

Email: info@allprotechnology.com
Phone: (231) 839-7928
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