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 Calendar Sharing

The multi-user versions of Forté CRM enable calendar sharing between selected users.
Calendar sharing allows your PA to manage your diary, and enables colleagues to
organise meetings that don't conflict with your schedule. It also allows you to plan
meetings, make appointments or assign tasks to other users.

Users can view each others calendars, and add or edit appointments and tasks, provided
they have the authority to do so. This depends on how the permissions are configured. 
By default you are not able to view others calendars—the system administrator must set
a permission for you. Even if you are permitted to view another user's calendar, you may
not have permission to add or edit appointments. 

To view another users calendar: 

 Click on the Resources button in the Calendar toolbar.

 Choose Add Resource.

 Select the account manager whose calendar you wish to view, either by double clicking
on their name or by highlighting their name and clicking the Select button at the
bottom of the screen. 

The diary for the selected account manager will appear beside your own. Clicking on the
diary view for the other account manager will display their task list.
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Viewing several calendars at the same time

You can view more calendars by repeating the above procedure for viewing another
calendar. The diary view of each account manager will reduce in size to accommodate
the newly added account manager's diary. 

Scheduling meetings for other users

A meeting can be added to the diary for all selected account managers by clicking on the
Meeting button in the Calendar toolbar and entering the details of the meeting. See
Appointments for more details on setting up new appointments. The meeting will be
scheduled in the diary of all account managers you are currently viewing. 

Creating tasks for other users

A task can be added to the task list of the currently selected account manager by clicking
on the New button at the top of the task list. See Tasks for more details on adding tasks
to the task list. 

To remove other calendars:

 Select the calendar to be removed by clicking anywhere in the diary view or task list for
that account manager. 

 Choose Remove Resource. The calendar for the account manager will no longer be
visible.  

To view another account managers calendar in place of your own: 

 Click on the Resources button in the Calendar toolbar.

 Choose Change Resource.

 Select the account manager whose calendar you wish to view, either by double clicking
on their name or by highlighting their name and clicking the Select button at the
bottom of the screen. 

The calendar for the selected account manager will appear in place of your own. To
return to your own calendar, click the Resources button, choose Change Resource and
select yourself as the account manager.
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