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SETTING UP A TRIAL ACCOUNT

When you launch ScheduFlow for the first
time you need to create an account. Here
we will show you how to setup a 30 day
free trial account.

To set up a trial account:

1. Click the tab Create 30-Day Free Trial
Account.

2. Fillin your Application Account and
Billing Account information.

3. Click Create My Trial Account.

. Duoserve ScheduFlow 16 Login X
LMy

Existing Account Login | Create 30-Day Free Trial Account
Account Login Enter your account login credentials

Account Name:

Account Password: |

/! Remember my account information
Launch when Windows starts

Login Cancel

Forgot your Account Login?

New Accounts oonthave an account login? Sign Lip Now!

Sign Up for 30-Day Free Trial == Sign Up Now ==

Not logged into account.

The trial version includes all the features of
the licensed version and the data that you
enter during the trial period will securely be
transfered to any future subscription plan you
might purchase.

. Duoserve ScheduFlow 16 Logir X
e

Existing Account Login | Create 30-Day Free Trial Account
Fill this form to begin using the application immediately.
Application Account (used to log into the application)
Account Name:
Account Password:
Confirm Password:
Total Computers: 1 = Mobile Devices: 15
Duoserve Account
1 already have a Duoserve Account
Email Address:
Password:
Confirm Password:
Company MName:
First Name:
Last Name:

Phone:

Create My Trial Account

Not logged into account.

. Once your account is set up you can login and start using

ScheduFlow straight away!
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MANAGING USERS

When you log into ScheduFlow using your
main account information you are initially in
a Single-User Mode. This means that all the
information and administrative privileges are
accessible.

This can be favorable if you are the sole user
of ScheduFlow, if you share it only with a few
select people orif you want all the users of to

always have full rights to everything in the
calendar and Client information.

In some cases, when several people are using
ScheduFlow together, it’s recommended to
enable the Multi-User Mode. This gives each
user a personal login and password and an
individual set of privileges.

To enable Multi-User Mode click Set Administrator Password... under the Administrator -tab. Enter
a secure admin password of your choosing and click Set Password.

@085

Edit

<

A -

Tools

=

-
31

File View Calendar Reports

& Add Resource. ..

Set Administrator
Password...

SET ..

AdministTator Vultiple Calendars Us

Appointment Calendar
Thursday, July 30

Once the Multi-User Mode is activated, there will be a second layer of security once ScheduFlow

Resources... M. Refresh Resources Aild Mabile =3 Manage Groups...

= ser Securit

Duoserve ScheduFlow 16 - m} X
Administrator Help Licenses < SearchByClent = X @ ¢
E 83 Manage Users,.. o Labels...
L@ Import Data. ..
¥ statuses...
Security Calendar Options Data
o & X
- 40 duly 3] 1) 2020 (k
SM TWTF S5
£ 1 2 3
6 7 8 9101

314 15

is logged into the server, further prompting the administrator and other users to login with their

respective credentials.

» User Login X
N Username: -
W
Password: |
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Clicking Manage Users... under the Administrator -tab lets you add, delete and edit users.

15_731_

=)
S’ File Edit View

w | &
Set Administrator Resources. ..

Password...

Administrator

Appointment Calendar

& Add Resource. ..

& Refresh Resources

&

Multiple Calendar

s

ser Security Calendar Options Data

- O X

% SearchBy Client +» X 2 ¢ =

[:| i Duoserve ScheduFlow 16
Tools Calendar Reports Administrator Help Licenses
E 83 Manage Users,.. o Labels...
g Import Data...
ACL‘jd Mabile =3 Manage Groups... P statuses...
SEr...

To add a user, click Add User and fill in the
required information. You need to set what

Thursday, July 30 =

privileges a user will have by clicking the
Member of Group -row and selecting an

option from the drop-down menu. Each Group

Description explains what privileges the

selection entails.

4)

Date Navigato o X =
wy @ @wne |[E
o]
SM TWTF 5 @'
12 3 4
56 7 8 910

There are default groups which fit most
scenarios but you can also create your own
groups by clicking Manage Groups... under the
Administrator -tab and create specific rules for

accessing your calendar.

Q Users

m} X
Manage Records
H @ Add User
o | Search for User - [& |vertical Grid view @ Help... [ Close
Save () Delete User
File Sear 5 Help Close
+ Required
jin} 0%
Username Default User Bill smith
Password DefaultUser abc123
Member of Group Full Contral View-Edit
Time Zone Choose a TimeZone... (GMT +01:00) Amsterdam, Berlin, Bern, R...
+ Optional
Default Resource Select a default resource. .. Select a default resource...
Inactive [} O
[ | oo+ - 4 %
4
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NAVIGATING THE CALENDAR

Understanding Panels, Calendar Views, Searching and more

ScheduFlow has four main panels to help you navigate the application. The Appointment
Calendar?, the Date Navigator?, Calendars® and Labels*.

/ 53] E E 3‘1 ?\J u ¥ Duoserve ScheduFlow 16 — [} X
U | Fie \ Edit View Tools Calendar Reports Administrator Help Licenses S SearchByClient v X @ | S ~
p— — = . - - Y T .
Eﬁ @ ® User Login... | New Recurring Appointment. H & Add Client... = B Print Appointment...
7" Appointment Templates — @ Exit
Account  Refresh | New Appointment... Clients... fr Ji Print Schedules... (T4 pri I
o = [ Logout = New intment Template... &% Refresh Clients J# Print Calendar...
Connect Users Schedules Clients Print Exit
Appointment Calendar Date Navigator (= § a =
o
Brian Anderson Conrad Brissels Denisse Kim 9 May B (4) 2020 (¥) E_,
Wed, May 27 Thu, May 28 Friday, May 29 Wed, May 27 Thu, May 28 Friday, May 29 Wed, May 27 Thu, May 28 Friday, May 29 SM TWTF S %
4@ From May 26 Workshop (Gillian @ 12
B 3 456 78 9
30 A 10 11 12 13 14 15 16
2117 18 18 20 21 22 23
8“ 2| 24 25 26/ 27 28 29 30
30 Bl 31
9 ] BLOCK —-DO Training ‘ Toda ‘
NOT BOOK - (Elizabeth Y
30 | | Meeting with [Meeting Manager Mcintosh) - Available BLOCK —-DO > BLOCK — > BLOCK — > BLOCK —
| | Advertising Room] Session - [Meeting NOT BOOK DO NOT DO NOT DO NOT
10 U0 | Agency - [Location A] Room] BOOK BOOK BOOK
30 g’:ﬁ:}”g Please bring call to Following Following Following Calendars @ o =
— ! documents confirm day up on upon upon [ Alex Johnson <
l l 00 | | Looking for with you. before. customers customers customers -
_ || new ways to i/ Brian Anderson
=1 expand our /] Conrad Brissels
12Pv = Lunch = Lunch = Lunch Meeting (Ora i Denisse Kim B
. Kerr) - [ John the Trucker
30 [Meeting
A - A — Room] [ kelly Carlson
1 00§ &&Lunch & Lunch & Lunch Manager Training [[] Melindia Maynard
= Session {Josiah X
30 Training (John Hardy) Clements) D Melissa Hess
an N - iy .
2 0 Meeting with g;z%erick) [Location A] Mika Davis
tering Pl bri =g—
30| | Initial Meeting (Ora Training Meeting with ;wce for d::.lsrier:'lt:g Training Labels
~ || Consultation Kerr) - Advertising the compan with you (Josiah
3 S - [Meeting [Meeting Agency - party - S Bt Clements) W/ (Mone) s
=0 | | Room] Room] [Meeting [Meeting ] Confirmed
= Room] Room] W Available
Looking for V] cancelled 4
30 new ways to /] Rescheduled
5 00 ] Done
o m Could Not Reach
M Needs Preparation
6 /] Must Attend
30 W waiting Room
N s 3 No Show J
© Ready | Auto Refresh Enabled | @ Last Refreshed 6/13/2020 4:24:27 PM. Updates Found. 4

The Date Navigator lets you select the date or dates you wish to view in the calendar. You can
select a single day, multiple consecutive dates by simply clicking and dragging, or a selection of
non-consequtive dates by holding down the CTRL -key on your keyboard and clicking the dates you
wish to view. Clicking the Today -button takes you back to today’s date.
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PN Lo o= s El) @ In the top left corner of the application window there
are pre-made shortcuts to help you quickly navigate
. | Fie | Edit View Tools .
the most common time frames.
= R .
B &g -
Account  Refresh [3 Logout Mew Appi
Login... Data

You can set the calendar to a Day View a Work Week View, a Week View, Monthly View and a
Timeline View, which puts each Resource on a horizontal axis and shows their Appointments in
chronological order. Each of the views can display one or multiple Calendars / Resources.

Duoserve ScheduFlow 16 = [m| X

Al

mERE @
U| File Edit View Tools Calendar Repaorts Administrator Help Licenses &% SearchByClent ~ X @@ Sp »

E E A User Login... @ £)| New Recurring Appointment. .. i i i & Add Clent...
[ Appointment Templates @ Exit

Account  Refresh | Mew Appointment... Clients... i Print
Login...  Data A== [ New Appaointment Template. .. &8 Refresh Clients -

Connect Users Schedules Clients ‘ Exit

Appointment Calendar Date Navigator o r X

Brian Anderson Conrad Brissels = 4 May D 42020 (8
Wednesday, May 27 Wednesday, May 27 S M TWTF 5

saqedwa]

4@ From May 26 Workshop (Gilian Stein) - [Meeting To May 28 & = 12
¥ 3 4 5 86 7 8 9

30 M 10 11 12 13 14 15 16

. ) 17 18 19 20 21 22 23

8" #2425 26 27 28 29 30
30 Il 31

9 0o Training (Elizabeth Mdntosh) - [Meeting Room]
Call to confirm day before.

| Today |

20 | | Meeting with Advertising Agency - [Meeting Room]

Calenda o r X
-~ || Looking for new ways to expand our advertising. Get quotes = G @
10 ~ || and find out different pricing based on the length of ad being [ alex Johnson -

30| run &/ Brian Anderson
1 1 Qo _ Conrad Brissels
. || Denisse Kim

- . [] 30hn the Trucker
1 2 PV I > Lunch [ Kelly Carlson

[] Melincia Maynard

=

00 § &2 Lunch |
l_Iu Labels BB o » x
] (Mane) =
2 § E Confirmed
20 || Initial Consultation - [Meeting Room] Meeting with Advertising Agency - [Meeting Room] E Available
3 00 Looking for new ways to expand our advertising. Get quotes E Cancelled

and find out different pricing based on the length of ad being m Rescheduled

0 run. /] Done

- &/ Could Not Reach
29 @ Meeds Preparation
W Must Attend .

2l FoHEH o4 o+ —

& Ready | Auto Refresh Enabled | Y Last Refreshed 6/13/2020 4:55: 52 PM. Updates Found. y

The Day View displays a full workday for each Resource. To the left is the Time
Ruler that shows the time-of-day.

© DUOSERVE 2020 7 www.duoserve.com




Duoserve ScheduFlow 16 - [m] X
Reports Help Licenses S SearchByClient ~ X & S¢ v
= N P
(&3] New Recurring Appointment. E & Add lent...
= [ Appointment Templates I @ Exit
Account  Refre: G Logout New Appointment... __ Clients... Refresh Clients |  Print
Login... Data 0 togou | New Appointment Template... &5 Refre en -
Connect Users Schedules Clients Exit
Appointment Calendar Date Navigator o r x|
Brian Anderson Al @ My ® @220 |2
Monday, May 25 Tuesday, May 26 Wednesday, May 27 Thursday, May 28 Friday, May 29 SM TWTF 5 %
) 12
AM B 3456 78 9
8 210 11 12 13 14 15 16
217 18 19 20 21 22 23
z
9 00 Meeting with BLOCK - DO NOT = ;? 2| 26 27| 8 29| 0
Advertising Agency - BOOK - [Meeting
[Meeting Room] Meeting with Room] Manager Session - R
R S — Advertising Agency - [Location A] ‘ Today
00 Looking for new ways -
10 [Meeting Room] Please b
to expand our 5 ease bring Calendars o & x
advertising. Get Looking for new ways documents with you.
110 quotes and find out t%EXPﬁE’_‘d "“G' . [ Alex Johnson -
0o different pricing based advertsing. Gei
prieng quotes and find out /] Brian Anderson
different pricing based ["] Conrad Brissels
12Pm [[] Denisse Kim
[ 30hn the Trucker
[ Kelly Carlson
1 00 || SLunch Slunch Srunch l SLunch Srunch [] Melindia Maynard .
=T
2 Labels o 3 X
00
/] (None) -
Initial Consultation - Meeting (Ora Kerr) - Training W Confirmed ]
[Meeting Room] [Meeting Room] onmrme
3 00 Meeting (Ora Kerr) - W Available
Ly ] Cancelled
- M Rescheduled
4 o M Done
L /] Could Not Reach
5o ! Needs Preparation
4 PHOH 4 W+ — @,M““Am"d 2
© Ready | Auto Refresh Disabled: In Edit Mode | 2 Last Refreshed 6/13/2020 4:55:52 PM. Updates Found. 4
) m P E < Duoserve ScheduFlow 16 - o X
W Edt Vi  Took  Caendar  Reports Hep  Licenses S [searchBy Client + X @] 7
New Re Appointment.... . Y
o User Login... 5] New Recurring Appointmen Q & Add Client...
= = [ Appointment Templates @ Exit
Account  Refresh | (i |ogout New Appointment... Clients... Refresh Clients | Print
Login... Data 3 Logou [ New Appointment Template... &3 Refre en -
Connect Users Schedules Clients Exit
Appointment Calendar Date Navigator o & X =
Brian Anderson Conrad Brissels @ My ® @waoe |2
Monday, May 25 Thursday, May 28 Monday, May 25 Thursday, May 28 SM TW TF S %
|GE000AH i2i00 M ViarketingMee 5:00 AM 10:30 AM BLOCK--DOP  9:00 AM 12:00PM 3 Mesting wi  Workshop (Gilian Stein) - [Mesting ) 12
B3 4586 789
L:00PM 2:00PM i Lunch LOOPM 2:00PM i Lunch 12:00PM L:00PM rLlunch 9:30 AM 11:30 AM Available 210 11 12 13 14 15 16
2
|5:60F 550 P initial Constiiat] 2:30PM %00 PM Meeting (Orake | 2:00PM 5:00PM Initial Consultat  12:00PM 1:00PM G Lunch 17 18 18 20 21 22 23
22| 24/ 25 26 27 28/ 29 30
2:00PM 4:30 PM Meeting with ca 331
Today
o x
Tuesday, May 26 Friday, May 29 Tuesday, May 26 Friday, May 29 st =
9:00 AM 11:30 AM Meeting with /  9:30 AM 12:30 PM Manager Sessi | Workshop (Gillan Stein) - [Meeting  9:30 AM 11:30 AM BLOCK —DOT
L:00PM 2:00PM rlunch L:00PM 2:00PM i Lunch 9:00 AM 11:00 AM Training (Josiz 12:00PM 1:00PM > Lunch
|
3:00PM 4:30 PM Meeting (OraKe 2:30PM 5:00 PM Training 12:00PM 1:00PM &2 Lunch 1:30PM 3:30 PM Training {Logan L] Denisse kim
[ 30hn the Trucker
2:00PM 5:00PM Available [ Kelly Carlson
[ Melincia Maynard .
=T
E (=] x
Wednesday, May 27 Saturday, May 30 Wednesday, May 27 Saturday, May 30 Labels n
9:30 AM 12:00 PM Meeting with #  1:00PM 2:00PM > Lunch Workshop (Gilian Stein) - [Meeting]  12:00PM 1:00PM > Lunch % f:’:‘:\’;ien)'ned
1:00PM 2:00PM > Lunch 9:00 AM 11:30 AM Training {Elizal W] Available
- B it :00PM 1:00PM ¥ ] cancelled
2:30PM 5:00 PM Initial Consultat Sunday, May 31 12:00 100 &> Lunch Sunday, May 31 M Rescheduled
1:00PM 2:00PM > Lunch 2:30PM 5:00PM Meeting with AC| 1> 00 oy 1.00pM CiLunch ] Done
M Could Not Reach
. M Needs Preparation
“ PHCH 4 B+ — E.Q Must Attend hd
© Ready | Auto Refresh Enabled | LastRefreshed 6/13/2020 4:56:57 PM, Updates Found,
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@ M Duoserve ScheduFlow 16 - o X

=) ;
@ File \ Edit View Tools Calendar Reports Administrator Help Licenses % SearchByClent + X & ¢ ~
= ” [ Appointment Templates I @ Exit
Account Refre: 7 L it New Appointment... __ Clients... Refresh Clients Print
S = B Logou ] New Appointment Template... L e v
Connect Users Schedules Clients Exit
Appointment Calendar Date Navigator o 3 X e
Brian Anderson N @ My ® @ [
Sunday Monday Tuesday Wednesday Thursday Friday Saturday SMTWTEFS H
May 24 25 2 27 2 2 20 = 12
00pM 200pM  [GHOOMMIMBO0RN 5:00 AM 11:30 AN 9:30AM 12:00PN  G:00AM 10:30AN S:30AM 12:30PM L0OPM 2:00PM H34s567809
: g ! : g g g g g g ! : 2 1011 12 13 14 15 16
1:00PM 2:00PM  L:0OPM 2:00PM | L:0DPM 2:00PM  L:0OPM 2:00PM  1:00PM 2:00PM 217 18 19 20 21 22 23
2| 24 25 26 27 28 29 30
] = el = =) P EEEEE
31 June 1 2 3 4 5 5
‘ Today ‘
1:00PM 2:00PM  6:30 AM 7:00AM  B:00AM 10:00 AN 6:30AM 8:00AM  B:0DAM 9:30AM  8:30 AM 10:00 AN 1:00PM 2:00PM
8 X
s00am 11:00 Av [EESORMIEORN 5:00AM 10:30 AN 9:30AM 1100 AN 11:00AM 12:00P Cits _
[ Alex Johnson -
L\ A\ ) A\ ) /] Brian Anderson
7 8 ] 10 1 12 13
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L00PM 200PM  11:30AM 2:30pn [HT00AM 200N 1:00PM 2:30PM  1:00PM 2:00PM O vely Carson
=) ) - ) - [[] Melincia Maynard .
14 15 16 17 18 19 0 [ Ee
Labels 2 X
1:00PM 2:00PM  10:00AM 1:30PV  8:30AM 1L00AM 6:30AM B:00AM  11:00 AM 2:00PV 10:00AM L:OOPV 1:00PM 2:00PM
jone} .
1:00PM 2:00PM  12:00PM 1:00PV 9:30AM 2:30PM  L:OOPM 2:00PM  12:00PM 1:00PV % E(:hz‘)nﬁrzned
o) 9 ) ) - /] Available
21 2 23 24 25 % 27 ] cancelled
/] Rescheduled
100pM 2:00PM  |ERGOIAMMESOAN] :00 AM 11:30 AN 6:30AM B:00AM |12:00PM 130V [EBISORMISEEORN 1:00PM 2:00PM o
one
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“ PO 4 o — QM“““”"“ v
© Ready | Auto Refresh Enabled | @ Last Refreshed 6/13/2020 4:56:57 PM. Updates Found. 7
5o i Duoserve ScheduFlow 16 - [m] X
View Tools Calendar Reports Administrator Help Licenses & SearchByClent v X @& ¢ +
@ User Login. . 8] New Reaurring Appointment... ﬁ & Add Clent...
= = [ Appointment Templates @ Exit
Account  Refresh G New Appointment... Clients... Print
Login... Data oot "] New Appointment Template... &% Refresh Clients =
Connect Users Schedules Clients Exit
Appointment Calendar Date Navigator o x|
28Thu  29Fri | 30Sat 315un | 1Mon  2Tue  3Wed 4Thu | 5Fi | 6Sst  75m  8Mon  9Tue 10Wed“|| @ mMay ) (@w20m0) |2
SMTWTEFS &
T50)[ 00| 0:0 0@ vid) [ Vi) wid [V 20:) | 00|00 V0| V:0[ 0D . 12
— 3 S S = s 34567839
0:0/0:0 DD D[z (D@ 00 16|’ 310 1112 13 14 15 16
60|60 0:0/0:0 D0 66 0000 2 pBsmannn
g 0:0 6:0 0:0(0:0 00 ©:0 ¢:060 o3 1 23 45 6
]
1 0:00:00:0/0:06:0 0000 —
& ©:0 00 0:0(6:0 00 oo =
B 0 e FY ) Calendars o 2 x
LI = il [ Alex Johnson -
K1 Brian Anderson
/| Conrad Brissels
["] Denisse Kim
N =10 7D ) N S W [C] 3ohn the Trucker
@work[ 18| @0 | @0 wiv | wiv | wid [ D [ Vi) 040 0:0 WO DD ||| 7 ety corison
S ) WD D | 1@ D& 0:0/0: [ Melincia Maynard -
S STy =T
0006 20 0| 040|040 [0 0:6 0 S
LT 0:0 V0 V1 |0:6 0= ©:0|0: ) =
g
3 00 0:0(6:¢ |60 /] Confirmed
3 }
E 0&0 0-20 o;o oio %2\/3"&:'2
o ? r} 2 ancelies
0:0/0:0 6:6 W/ Rescheduled
=
0:6 6:¢
o0 0:d (@ Appointment Details t Reach
Subject: Meeting with Advertising Agency ‘eparation
. | start: 6/3/2020 1:30:00PM end .
— | End: 6/3/2020 2:30:00PM
Description: Looking for new ways to expand our advertising. Get quotes and find o... F
@ Ready | Auto Refresh Enabled Occurs on: the First Wednesday of every 1month from 1:30 PM to 2:30 PM PM. Updates Found.

The Timeline View displays each Resource on a horizontal axis and
shows their Appointments in chronological order. Hovering the mouse
cursor over an Appointment gives you more detailed informatio about it.

© DUOSERVE 2020 www.duoserve.com




In the Day View or Work Week View the Time Ruler is
displayed to the left, showing the time of day.

(@]

| & MNew Appaintment
Mew All Day Event

il

0

i @ Mew Recurring Appointment

10°

Mew Recurring Event

I Available

Change View To » [ Day View If you right-click anywhere on the Time Ruler you’ll be
- Customize Time Ruler... 5] Work Week View . .
S ek View able to quickly create new Appointments and change the
{5V DMinute f""trh“:w Lanch view format, just like in the shortcuts mentioned above.
- 15 Minutes Timeline View i . .
Lo ToMines B Gant View You can also set the time-interval to be displayed.
& Minutes
3 Minutes [ Meeting with
Room]
Meeting (Ora Kerr) - [Meeting Room]
B AT RE @ hd Duoserve ScheduFlow 16 — O X
Lv“ File Edit View Tools Calendar Reports Administrator Help Licenses & SearchByClent v X @@ ¢ v
f work Week View i@ Group By None () tmport from Outiook...
e 7 Week View [Z] Timeline View | §g Group By Resource
D 8 vonth view | & Group By Date [*® Synchronize to Outlook...

Views Grouping Export

Under the Calendar -tab you can control how you want your calendar to display. The Views -options
are the same as the shortcuts at the top. You can Group By None to have it display all the Resources’
Appointments for the selected date, Group By Resource to group it by according to the selected
Resource(s) or Group by Date. Import from Outlook lets you synchronise data from your Outlook
calendar.

G FEESE @ - Duoserve ScheduFlow 16 — m] X
@) L
N File Edit View Tools Calendar Reports Administrator Help Licenses S SearchByClient ~ X @ ¢ =
™ . =
? 5 Work Week View | TR [§ Import from Outiook...
B2 8 ek view [ Timeline View | gy Group By Resource
Day Vie ] Synchronize to Outiook...
152 Month View | & Group By Date CRSraanz oo
Gro Export
Appointment Calendar Date Navigator g 2 x|[4
Thursday, May 28 @ My ® @200 |8
2
SMTWTEFS g
| 12

_ B 3 456 7 8 9
3o 210 11 12 13 14 15 16

. 17 18 19 20 21 22 23
2|24 25 26 27 28 29 30

) 7 J Brian Anderson BLOCK - DO NOT BOOK - 2| 31
- [Meeting Room]
0 e Denisse Kim BLOCK -- DO NOT BOOK. Conrad Brissels Available T
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- Calendars o 2 x
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W] Brian Anderson
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= W] Denisse Kim
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1 | | Denisse Kim Training (Josiah Clements) e Brian Anderson Lunch [ Kelly Carlson
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) 00 Conrad Brissels Meeting with catering service 0] Melssa Hess -
= for the company party - [Mezting Room
= ) Brian Anderson Meeting (Ora Kerr) - [Meeting Labels O@o >+ x
. Room]
3° ! (None) -
30 /] Confirmed
y /] Available
4% M cancelled
/] Rescheduled
1% Done

! Could Not Reach
. ¥ Needs Preparation
6 /] Must Attend

30 + || &2 waiting Room

© Ready | Auto Refresh Enabled (3 Last Refreshed 6/13/2020 5:22:15PM. Updates Found.

Group By None will group all Appointments for the selected Resources and dates.
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Thursday, May 28

Brian Anderson
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Meeting with catering service for the company
party - [Meeting Room]

Meeting (Ora Kerr) - [Meeting Room]

! Confirmed
M Available
W] cancelled
! Rescheduled

Dane
! Could Not Reach
/] Needs Preparation
] Must Attend

W Waiting Room -

4

4

PHCH 4 o+ —

O Ready | Auto Refresh

Group By Resource will sort the Appointments into a column under the selected Resource.

Enabled

| @ Last Refreshed 6/13/2020 5:22:15 PM. Updates Found.
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5 Week view [E] Timeline View esource
52 Month vien & Group By Date (8 Synchronize to Outlook...
Grouping Export
Appointment Calendar i o8 x5
Wednesday, May 27 Thursday, May 28 @ My ® V2000 ||2
Brian Anderson Conrad Brissels Denisse Kim Brian Anderson Conrad Brissels Denisse Kim SMTWTEFS 5
. 12
53456 78 9
3101112 13 14 15 16
21| 17 18 19 20 21 22 23
2| 24 25 26/27 28 29 30
z| 31
Training (Elizabeth BLOCK — DO NOT I
Meintosh) - [Meeting | y—————————— [} BOOK - [Meeti Toda
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Initial Consultation - || | Meeting with e Meeting (Ora Kerr) - | | | he company party - M (None) =
[Meeting Room] Advertising Agency [Meeting Room] [Meeting Room] W] Confirmed
- [MeetingRoom] W Available
Looking for new W] Cancelled
ways to expand our
advertising. Get W Reschedued
quotes and find out ¥/ Done
W Could Not Reach
W] Needs Preparation
2 + || &2 Must Attend
‘ PHH 4 o+ — ! waiting Room -
© Ready | Auto Refresh Enabled | ¥ LastRefreshed 6/13/2020 5:26:36 PM. Updates Found.

Group By Date will sort the Appointments into columns under the selected dates.

© DUOSERVE 2020
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You can use the field in the top right corner of ScheduFlow to search the calendar, either by

scrolling in the list or by entering a search query.

Duoserve ScheduFlow 16 = O X
telp Licenses @ SearchByClient |» % & ¢ =
s Display Mama First Name Last MName Address Company MName  Home Phone Work Phione =
{ook... Elizabeth Mcint... Elizabeth Mcintosh 762-1791 Elit, ... Yahoo (309) 262-9732  (331) 250-8364
Josiah Clements  Josiah Clements 2336 Ut 5t Chami (405) 249-5506  (167) 949-3492
—| Graiden Brewer  Graiden Brewer 862-2443 Susp... Finale (346) 825-8216  (328) 647-3441
Dat] George Duran George Duran 2241 Cursus Av., Cakewalk (847)614-0420  (566) 792-7340
Thursday, May 28 = 1 |Logan Frederick  Logan Frederick 139-9544 Cum... Sibelius (293) 325-1831  (581) 3159815
Conrad Brissels Denisse Kim Hiroko Lindsay  Hiroko Lindsay Ap #412-5533... Macromedia (2a33) 130-9730  (308) 480-0753
Gilian Stein Gillian Stein 401-5026 Vita... Finale (206) 630-4865  (903) 344-5020
Halla Clayton Halla Clayton P.O. Box 453, ... Yahoo (570) 227-6323  (595) 6649766
Petra Curry Petra curry 802-8871 Auct... Microsoft (523) 528-9379  (564) 322-0541
Hammett Anth... Hammett Anthony 319-4975 Tem... Macromedia (387) 1748677  (589) 504-1786
| Lance Hoover Lance Hoowver 9058-4150 Lobo... Google (194) 859-5674  (407) 615-5524
Patricia Wright  Patrida Wright 2181 Pharetra... Microsoft (230) 706-3828  (707) 860-3193
Available ¥BLOCK —-DO Magee Cline Magee Cline 295-8673 Eget... Lycos (979) 2704315 (917) 102-0128
NOT BOOK = anhrndite Kellar | Anhradite Kaller 7146 Manric BA | Cakewall (136} Q55710 (704) 7427717
Following up on Caljf x 4
customers.
] Alex Johnson -

&/ Brian Anderson

Once you make a search the results will open
in a separate Search Results Panel. Here you
can view the results in list form and simply
clicking any entry will reveal and highlight it
in the calendar above. When you’re done with
your search, you can close the search panel by
clicking the X -icon in the right top corner of
the panel.

By clicking the funel -icon you can also filter
whether you want to see All Appointments, Past
Appointments of Future Appointments.

- O X

& Search By Client + X g2 |'¥]P -

+ Al appointments
Past appointments

Future appointments

s Meeting (Jerry Snyder) - [Meeting Room]
| I I

v) I & Lunch ‘ -
4 PO W —
Search Results - Elizabeth Mcintosh Jl(?
Start Time 4« End Time Subject Employee/Resource  Location Label
1/17/2017 6:00 PM 1/17/2017 7:30 PM Initial Consultation Brian Anderson (Mone) v
1/3/2019 8:00 AM 1/3/2015 9:30 AM Pre-Op Checkup Brian Anderson Eximantion Roo... Confirmed
1/5/2019 10:00 AM 1/5/2019 2:00 PM Operation Brian Anderson Operating Room 1 Rescheduled
1/12/2019 8:30 AM 1/12/2019 10:00 AM  Post-Op Checkup Brian Anderson Examination Ro... Confirmed
1/15/2019 9:30 AM 1/15/2019 11:00 AM  Post-Op Chedwp Brian Anderson Examination Ro... Must Attend
5/28/2019 12:00 AM 5/30/2019 12:00 AM testl Brian Anderson (None)
2/6/2020 7:30 AM 2/6/2020 8:00 AM Test Brian Anderson Main Office (Mone) -
M4 4 Appointment20f41 » M

© Ready

© DUOSERVE 2020
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Under the View -tab you have the option to show or hide the panels in the interface as well as the
option to Restore Default Layout. You can also change the overall look by selecting different skins.

y \ e E v Duoserve ScheduFlow 16 - [m} X
U File Edit ‘ View | Tools Calendar Reports Administrator Help Licenses % SearchByClent v X @@ ¢«
Call i — J—
2 Calendar Navigator [77] search Results Navigator [ - ] [ l:'
w Resources Navigator Restore Default Layout v
(7] Labels Navigator | | [ Templates Navigator = - — =l -
Layout Skins
Labels Navigator t l Date Navigator o r X ‘ E.
Brian Anderson Conrad Brissels Denisse Kim - 4 May ) 4) 2020 13
=X mEREE -
=
to File Edit View Tools Calendar Reports Administrator Help
P ] [Eleaniziizucke ["7] search Results Navigator
re Defait Layout — {&8) Resources Navigator Restore Default Layout
FiB] Labels Navigator [ Templates Navigator
! Layout
Appointment Calendar Appointment Calendar
Brian Anderson Conrad Br Brian Anderson Conrad Brissels
Wed, May 27 Thu, May 28 Friday, May 29 Thy, Wed, May 27 Thu, May 28 Friday, May 29 Wed, May 27 Thu, May 28 Fric
30
5 I
TR BLOCK - DO Training
r— (Elizabeth - , BOOK - . (Elizabeth
Meeting with Manager Meintosh) - Available Meeting with [Meeting || Manager Mcintosh) - Available BL
Advertising Session - [Meeting Room] Advertising Room] Session - [Meetin NC
Eﬂg_&n;y AR 1 flocator ] Call to confirm Agency - [Location A] Room] °
leeting Room bring day before. 30 Please bring
" n e Call to
o) BEmEman 1L R .
Q Fle  Edt | View | Took  Calendar  Reports  Administatr  Help view || Tools || calendar || Reports || Administrator || Hel
i | — — Calendar Navigator h —
(3] Calendar Navigator [77] search Results Navigator | [ | e ST T [7] search Results Navigator E
[&4) Resources Navigator [Z) Restore Default Layout — {&] Resources Navigator Restore Default Layout —
- — i I
[] Labels Navigator | (| T ol Tl D e [#] Labels Navigator (] Templates Navigator El E
Layout ski || Layout Il =
Appointment Calendar Appointment Calendar
Brian Anderson Conrad Brissels [ Brian Anderson Conrad Brissels
Wed, May 27 Thu, May 28 Friday, May 29 Wed, May 27 Thu, May 28 [ Wed, May 27 Thu, May 28 Friday, May 29 Wed, May 27 I Thu, May 28
30 1
8 oo
30
Training 00 Training
= = \ (Elizabeth = 9 (Elizabeth
Meeting with Manager Mcintosh) - Available 30 ||| Meeting with Manager Mcintosh) - Available
Advertising Session - [Meeting Advertising Session - [Meeting Room]
Agency - [Location A] Room] 10| agency - Location A] e
A If you accidentally close and loose a panel you can always restart ScheduFlow to restore
everything back to the default layout.
© DUOSERVE 2020 13 www.duoserve.com




MANAGING RESOURCES

Date Navigator o 3 x

In ScheduFlow, each calendar is connected to a
Resource. The Calendars -panel shows you the e oo, o T Tua s

1 12

Resources that you have added to your system. s 5456785

2010 11 12 13 14 15 16
217 18 19 20 21 22 23
2| 24 25 26 27 28 29 30
#l 31

A Resource can represent whatever you like it to - a Today
person, a place or a thing like a a meeting room or a
vehicle. If a Resource is checked, it will be displayed

e BLOCK -- DO NOT BOOK 8 BLOCK -- DO NOT BOOK.

'i n th e c a le n d a r'. Following up on customers. Following up on customers.

Calendars ) @ o » x
[ Alex Johnson
M Brian Anderson
] Conrad Brissels
M Denisse Kim
Meeting (Ora Kerr) - [Meeting [ John the Trucker
gl [ Kelly Carlson
[ Melincia Maynard
Training (Josizh Clements) [ Melissa Hess

A Resources that aren’t checked might
have entries but they will not show in the 5 ey

calendar until you tick their check-box. [rmmnomn |

To manage Resources in ScheduFlow, click Resources under the Administrator -tab. Here you can
create, modify or delete the Resources.

& o llLal -;: B E B ¥ Duoserve ScheduFlow 16 — O X
@ , |
S File Tools Calendar Reports Administrator Help Licenses % searchBy Client + X & ¢ =
’:;(; W& Add Resource... E 83 Manage Users... o Labels...
- ) i@ Import Data. ..
Set Administrator & Refresh Resources | Add Moble =2 Manage Groups... P statuses...
Password... User...
Administrator ple Calendars User Security Calendar Options Data
Appointment Calendar o 2 x|[
o

Thursday, July 30 - { July

© DUOSERVE 2020 14 www.duoserve.com




Add, delete or search for Resources. Once
you are done with your changes, click Save.
You can also change the Grid View between
Vertical and Table View.

A Display Name is required and should describe
the Resource. It will also show in the Calendars
-panel and on reports. Ifit’s a person, their first
and last name can be entered in the rows below.

Q Resources

Manage Records {

H @) Add Resource

Save () Delete Resource ‘

% | Search for Resource A Vertical Grid View

-

@ Help... ‘ [d Close

|

File ‘ . Search ‘

‘ Help ‘ Close

Display Name Kelly Installer
~ Resource Information
First Name Kelly
Last Name Clarkson
Inactive O

elincia Maynard  Melissa Hess

Address
Address 2
City
State
Zip Code

~ Contact Information
Home Phone
Work Phone
Mobile Phone
Email

+ Other Information
Sodial Security
Date Hired
Date Terminated
Motes

Custom 1
Custom 2
Custom 3

Reed Massey

11

12

Brian Anderson Truck #1

Truck #2

The Custom rows at the bottom can be used to
enter additional information to your liking. For
example a license plate number of a car.

© DUOSERVE 2020 15

www.duoserve.com



MANAGING CLIENTS

Adding, deleting, importing and exporting Clients

To manage your Clients in ScheduFlow, click Clients... under the File -tab. Here you can create, modify,

delete or search for Clients in your system.

— (= mESsE @ M Duoserve ScheduFlow 16 - O X
‘ File ' Edit View Tools Calendar Reports Administrator Licenses % SearchByClient ~ X & %'+
@ ® User Login... @ (@] New Recurring Appointment... &> Add Client... = B Print Appointment...
—= ) [ Appointment Templates ) ) — @ Exit
fg;?#”t RS::“ “@ Logout New Appaintment... [&] New Appointment Template... Clients... &% Refresh Clients Print Schedules... 1@ Print Calendar...
Connect ‘ Users Schedules Clients Print Exit

Add, delete, search or print Client
information. Once you are done with your
changes, click Save. You can also change the
Grid View between Vertical and Table View.

Fill in the Client’s information details. A Display
Name is required and the rest of the fields are
optional. Checking the Inactive -box will hide
the Client in the calendar.

[ Clients - O X
Manage Records rt
@ Add Client
@) Delete Client S | Search for Client - Vertical Grid View — ~ @ Help... [ Close
save [# Print Selected Client |
Search Viev Help [ Close
209 210 211 212 2 214 215
Display Name  Sandra Cannon Flizabeth Mcintosh  Josiah Clements Graiden Brewer George Duran Logan Frederick Hiroko Lindsay
~ Client Information
First Name Sandra Elizabeth Josiah Graiden George Logan Hiroko
Last Name Cannon Mcintosh Clements Brewer Duran Frederick Lindsay
Company Yahoo ahoo Chami Finale Cakewalk Sibelius Macromedia
Inactive v (] [} O O O [}
Birthday 12/15/2007 12:0... /24/2008 12:00... 7/7/2007 12:00:... 12/30/2007 12:0... 4/11/2007 12:00... 11/3/2007 12:00... 3/8/2008 12:00:...
~ Address Information
Address Ap #868-4349 In... I762-1791 Elit, Av... 2336 Ut St. 862-2448 Suspe... 2241 Cursus Av. 139-9544 Cum Rd. Ap #412-5638 Ri...
Address 2 *K BU 15 TE op SA v
City Buena Park Guayanilla Lancaster Racine Fresno South Portland Monongahela
State Mississippi D sC FL Indiana L PA
Zip Code 46639 6684 86215 20809 13723 41956 74356
Location
~ Contact Information
Home Phone  (258) 263-6231 909) 2620732 (405) 249-5506  (946) 825-8216  (347)614-0420  (293) 325-1831  (283) 130-9730
Work Phone (686) 332-4864 381) 250-8364 (167) 949-3492 (328) 647-3441 (666) 792-7340 (681) 315-9815 (808) 480-0758
Mobile Phone  (733) 591-1031 671) 194-3372  (239) 483-1164  (458) 603-1341  (167) 139-7793  (907)212-7347  (606) 201-3205
Main Phone (686) 332-4864 381) 250-8364 (167) 949-3492 (328) 647-3441 (666) 792-7340 (681) 315-9815 (808) 480-0758
Other Phone
Fax
Email lacus.Quisque @li... fni.lacinia.mattis... ultrices.iaculis.od... arcu@ipsumSusp... nisl.elementum@... elit.Curabitur.se... pede@non.ca
\ Preferred Phone ‘
- er Information
Mailing List 0 [} O O (] [}
Custom 1 0 o 0 0 0 o
H Custom 2 AIG 1001 1003 1004 1005 1004 1000
Custom 3 QGI85 SHP78 MLBOS XLEO4 YIX71 MDO20
+ Record Information - Read Only
Created On 11/2/2007 12:00... 7,
5/14/2020 11:35... | 5,
41 G »
L L T A

© DUOSERVE 2020
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The Custom rows

at the bottom

can be used to

enter additional
information to your
liking. For example a
patient- or customer
number.
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l&g Clients

Manage Records ‘ Export '

g Text Qualifier | -

Export... | File Format |CSV... |~ [
CSV - Comma Delimited [,]
Export TAB - Tab Delimited [{tab}]

PIFE - Pipe Delimited [[]
+ Required Information

Sandra Cannon

Elizabeth Mcintosh

Josiah Clements

Clicking the Export -tab will let you export a list of your
Clients to a CSV, TAB or PIPE -file.

You can also import Clients by clicking Import Data... under the Administrator -tab. You can import CSV, TAB

or TXT files. Note that you can also use the import -feature to import data for Resources and Appointments.

= =] =
TR E @ - Duoserve ScheduFlow 16 - O X
Edit View Tools Calendar Reports i Administrator i Help Licenses <% SearchByClent = X & ¢ =
& W& Add Resource... a 82 Manage Users... ¥ Labels...
Set Administrator | Resources... &% Refresh Resources Add Mebile =@ Manage Groups... I statuses...
Passward. .. User...
Administrator Multiple Calendars User Security Calendar Options
Appointment Calendar o2 x|
Y e @ ¥ Import To Database - a X
U ‘ Import ‘ Advanced
E\I.J i First Line Is Header @
@ Help | [ Close
OpenFile... | 5 Ignore Empty Lines | Destination Import to
7 Table » dat
Source 4 Row Settings 4| Destin... .| Perform Import 4| Help .| Close .
Import File Preview a x
dient_id dient_name dient_firstname  dient_lastname  dient_companyname  dient_address dient_apt dient_city dient_state 1+
r1 Sandra Cannon Yahoo Ap #B868-4349 Interdum Rd. « Buena Park  Mississippi J
2 210 Elizabeth Mcintosh  Elizabeth Mcintosh Yahoo 762-1791 Elit, Avenue 3u Guayanilla ND i
&) 211 Josiah Clements Josiah Clements Chami 2336 Ut St 15 Lancaster sC i
4 212 Graiden Brewer Graiden Brewer Finale 862-2448 Suspendisse Av. 7E Racine FL
5 213 George Duran George Duran Cakewalk 2241 Cursus Av. oP Fresno Indiana
(3 214 Logan Frederick Logan Frederick Sibelius 139-9544 Cum Rd. 9A South Portl... IL
7 215 Hiroko Lindsay Hiroko Lindsay Macromedia Ap #412-5638 Risus. St. v Monongahela PA
3 216 Gillian Stein Gillian Stein Finale 401-5026 Vitae, Rd. ™ Bangor MS
9 217 Halla Clayton Halla Clayton Yahoo P.O. Box 453, 3089 Enim. Ave 6B Westminster  RI
10 218 Petra Curry Petra Curry Microsoft 802-8871 Auctor Rd. 9M Reedsport MS
11 219 Hammett Anthony Hammett Anthony Macromedia 319-4975 Tempor Ave aM Carolina D
12 220 Lance Hoover Lance Hoover Google 908-4150 Lobortis. Avenue Ll Wheaton Arizona
13 221 Patrica Wright Patricia Wright Microsoft 2181Pharetra. Street 5Y Liberal Montana
14 222 Magee Cline Magee Cline Lycos 296-8673 Eget Rd. oy Boulder ™ |
15 223 Aphrodite Keller Aphrodite Keller Cakewalk 7146 Mauris Rd. 05 Phoenix MT -
] »
Import File | Import Preview f Import File Errors Database Errors
Import file verified successfully. File contains 257 record(s). 0% Y
© DUOSERVE 2020 17 www.duoserve.com




MANAGING APPOINTMENTS

- BRERERSRE @ A Duoserve ScheduFlow 16 - m} X
. _d Edit View Tools Calendar Reports Administrator Help Licenses % SearchByClient ~ X & ¢ «
= = mmmnns | 1 i i T
:ﬂ :@ @ User Login... 23] New Recurring Appointment. .. ﬁ & add cient... = t Acocntne
- = - [ Appointment Templates - @ Exit
Account  Refresh L t New Appointment... § Clients... ¢ Refresh Clients | PrintSchedules... 74 Print Calendar...
Login... Data 0 togou | New Appointment Template... & Retresh Cien 18 Print Calendar,
Connect Users Schedules Clients Print Exit
Appointment Calendar Date Navigator o r x5
Brian Anderson Conrad Brissels Denisse Kim = ) May 3] 4 2020 () é'_,
Wed, May 27 Thu, May 28 Friday, May 29 Wed, May 27 Thu, May 28 Friday, May 29 Wed, May 27 Thu, May 28 Friday, May 29 SM TWTF S §
4 From May 26 Workshop (Gillian @ 12
P 8 3456 789
3 X010 11 12 13 14 15 16
Q 0o 417 18 19 20 21 22 23
o 22| 24 25 26/ 27 28 29 30
% Al 31
Q BLOCK —DO Training ‘ =
NOTBOOK - | (Elizabeth | | " oday
Meeting with | | [Meeting Manager Maintosh) - Available J sLock oo | | oeock- || 2eock - | | 2eLock -
Advertising Room] Session - NOT BOOK DC

[Meeting

O NOT DO NOT

DO NOT

A new Appointment can be created in several ways. You can click New Appointment under the File -tab or
you can double click on a date and time of choice in the Appointment Calendar. You can also click and drag
to select a duration for the Appointment before you create it.

& Appointment -
(Ernployee/Resource Client Contact Information
Appointment with: || Brian Anderson - First Name:
k‘ﬁme as: [eusy M Last Name:
N Company:
Appointment
Email:
Appointment for:  Josiah Clements A % ]
Label As: [ confirmed -
Work Phone:
Subject: Workshop
Home Phone:
Location: Meeting Room A
Mobile Phone:
Description:
Please bring documents] R pha
Other Phone:
Fax:
Time information
Start Time: 5/28/2020 v 086:30 AM b [ Reminder
End Time: 5/28/2020 ~ | 08:00 AM s [] All Day Event
Recurrence OK Cancel
Ready

Preferred

Help

Label As:

L]
>
o
Il

U Appointment

Employee/Resource

Appointment with: : (any) -

Time as: L_| (Any)
|| Brian Anderson

Appointment L Conrad Brissels
|| Denisse Kim

Appointment for: T

Pick the Employee or Resource that
will administer the Appointment.

A Note that if you don’t assign a Resource to an Appointment it will be created as (Any).
Unassigned Appointments will be visible in all users’ calendar until a Resource is assigned.
This can be done by any user in the system with the appropriate privileges.

© DUOSERVE 2020
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Under Time As, pick the status you wish to display for Brian during this Appointment. The corresponding

color will show as a stripe on the edge of the Appointment in the Calendar, in this case orange for Busy.

[ Appointment

Employes/Resource

Appointment with: I:‘ Brian Anderson -

Time as: . Available -
. Available

Appointment I:‘ Tentative

Bus:
Appointment for: |:| ¥
. Mot Available

Label As: |:| (None)
Subject: . In Route
L Appointment - ] X
Employee/Resource Client Contact Information
Appointment with: |[_] Brian Anderson - First Name=
jIime as: [eusy h Last Name:
f Appointment - Company:
- Email:
Appointment for: | Josiah Clements v &8 am
Preferred
Label As: [] confirmed -
) Work Phone:
Subject: Workshop
Home Phone:
Location: Meeting Room A
Mabile Phone:
Description:
Please bring documents| Main Phone:
Other Phone:
Fax:
Time information
Start Time: 5/28/2020 ~ 08:30 AM s [] Reminder
End Time: 5/28/2020 ~ | 08:00 AM b [] Al Day Event
Recurrence oK Cancel Help
Ready

If the Client is in your system their information will
automatically showin the Client Contact Information
to the right.

You can also assign a Label, a Subject and a Location
to it, as well as writing a Description that can be any
additional information related to the Appointment.

Brian Anderson
Thursday, May 28 Fi

‘orkshop (Josiah Clements)
[Meeting Room A]

lease bring documents

Under Appointment you can choose to assign
the Appointment to a Client and enter further
information. To see a list of the Clients in your
system click the black arrow.

Appaointment for: | Josiah Clements - 58 ;Eg;. @

Open Currently Selected Client
will open the dialogue to edit the
Client information.

Add New Client will open the
Clients form to allow you to
quickly create a new Client.

Unassign Client will clear the
field.

A Note that you do not have to select a Client when creating an Appointment. If no Client will be
joining the Appointment, you can simply leave the field blank.

© DUOSERVE 2020 19
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L& Appointment - ] X
Employee/Resource Client Contact Information
Appointment with: D Brian Anderson A First Name:
Time as: [eusy e Last Name:
Appointment Company:
= Email ecelei..
Appointment for: | Josiah Clements v a8 G
Preferred
Label As: [ confirmed -
Work Phone:
Subject: Workshop
Home Phone:
Location: Meeting Room A
Mobile Phone:
Description:
Please bring documents| a0 Rtone
Other Phone:
Fax:
ff Time information
Start Time: 5/28/2020 v oe30AM 3 [ Reminder
L End Time: 5/28/2020 v o:00AM 3 [ Al Day Event
| Rearrence || ok || cancel Help
Ready
day, May 27 Thursday, May 28 Friday, May 2%
Workshop (Josiah Clements) |
- [Meeting Room A]
Please bring documents
(@ Appointment Details
Subject: Workshop
Start: 5/28/2020 6:30:00 AM
p - End: 5/23/2020 8:00:00 AM
1 HC_"\"EI'hSlﬂQ Description: Please bring documents  pat
eeting Room] Display Mame: Josiah Clements
“ew ways to Home Phone: (405) 249-5506 =
advertising. Get - Work Phone:  (167) 949-3422
fnd out cifferent B[;gg_( BON obile Phone: (239) 483-1164
d on the length NOROON i phone:  (157) 948-3492
un, Other Phone:
Fanc:
. EERRE E -
v ‘ ile ‘ Edit View Tools Calendar Reports Adminis

673 [
9 5

[5] New Recurring Appoin'
| Appointment Templates

Account  Refresh Mew Appointment...
Login... Data 0 Logout (%] New Appointment Temp!
Connect Users Schedules
Appointment Calendar
Brian Anderson
Wednesday, May 27 Thursday, May 28 Friday, I
GAV
3 Workshop (Josiah Clements)

_ - [Meeting Room A]

/ Please bring documents

8o

Meeting with Advertising

l D o Looking for new ways to

l 1 00 | | pricing based on the length
of ad being run.

Agency - [Meeting Room]

expand our advertising. Get
quotes and find out different

BLOCK -- DO NOT BOOK - Bl
[Meeting Room]

Manager Sessio
A

Please bring doc

© DUOSERVE 2020
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Under Time Information you get an overview
of the Start- and End Time of the Appointment.

You also have the choice to set a reminder
for the Appointment, as well as the ability to
make it an All Day Event.

To create the Appointment, click OK. To turn it
into a Reccuring Event, click Recurrence (see
p. 21)

Once the Appointment is created, you can
hover your mouse cursor over it to reveal
further information. Note that the Time As
-selection for Busy is shown as an orange
stripe and the Label As for Confirmed colors
the event green.

You can easily edit the Appointment time by
clicking and dragging it, or by clicking and
dragging on either the top or bottom edge of
it.

www.duoserve.com



You can drag and drop an Appointment from one Resource to another. You can also copy and paste

Appointments.

Appointment Calendar

Wednesday, May 27

Meeting with Advertising
Agency - [Meeting Room]

Brian Anderson
Thursday, May 28

Friday, May 29

Training (Elizabeth Mcintosh) ’
- [Meeting Room]

—
Manager Session - [Location
Al

Conrad Brissels

Wednesday, May 27 Thursday, May 28 Friday, May 23 Wednesda

Workshop (Josiah Clements)
- [Meeting Room A]
Please bring documents

R

Workshop (Josiah Clements)
- [Meeting Room A]

Please bring documents

R

' BLOCK --DONGTBOOK | I DUBLOCK --D
= -

I r
Call to confirm day before, Available

Wednesday, May 27

Training (Elizabeth Mcintosh)
- [Meeting Room]

Conrad Brissels
Thursday, May 28

Friday, May 29

To open up the Appointment again for
editing, simply double click it. If you turn an

Workshop (Josiah Clements) - |

Appointment into an All Day Event, it gets
moved up to the top of the Calendar for that
day.

Al ey Berre) Available | ' BLOCK — DO MOT BOOK
B mmmeE @ - You can also make a Recurring Appointment
u S Vew Tk ica'e"da’ re by clicking the New Recurring Appointment
9 B e ‘A t . -button, or the Recurrence -button when
ccoun efresl @ Logout lew Appointment... e
Login... Data & | New Appointment Template... A .
\ Schedies creating an Appointment.
2 Appointment Recrence * | You can set the Appointment Time and
Appointment ti .
R — duration, the Recurrence Pattern and the
Start: | 6:00:00 AM 5 End: |8:00:00 AM 5 Duration: |2 hours -
Range of the Recurrence.
Recurrence pattern
) Daily
;  Rearevery 1 3] weeks) on: For example you can set the Appointment to
() Mon [ sunda M onda [ Tuesda M ednesday || Thursda
- e ey e ek e ’ happen Weekly on Monday, Wednesday and
() Yearly W] Friday [ saturday
Friday, starting May 25th through June 15th.
Range of recurrence
Start: 5/25/2020 - (@ No end date
() End after: 10 5 occurrences
() End by: 6/15/2020 -
0K Cancel Remove Recurrence
© DUOSERVE 2020 21 www.duoserve.com




Reccuring Appointments are marked with a recurrence -icon applied to it in the form of these circle

‘Appointment Calendar Date Navigator o & x =
Brian Anderson o @ May D] 4) 2020 (F -g_
Monday, May 25 Tuesday, May 26 Wednesday, May 27 Thursday, May 28 Friday, May 29 SM TWTF 5 %
a 12
— - = - = - B 34556 783
6 a1 Wl & Wbrkshop (Josiah Clements) - = Vlorkshop (Josiah Clements) - > Viorkshop (Josiah Clements) - 2 10 11 12 13 14 15 18
leeting Room A] leeting Room A] leeting Room A]
Please bring documents Please bring documents Please bring documents o718 102 212 2
— lease bring document lease bring document lease bring document 2| 24/ 25 28 27 28 29 0
70 B 3
8 - Today
9 00 Meeting with Advertising Agency
- [Meeting Room]
M < ) Meeting with Advertising Agency Manager Session - [Location A] Calendars E i ORx
Looking for new ways to expand - [Meeting Room] B S —— e [ Alex Joh N
10 our advertising. Get quotes and - Please bring documents with you. iex Johnson
/ find out different pricing based Looking fﬂf_ new ways to expand /! Brian Anderson
past few weeks, on the length of ad being run. our advertising. Get quotes and l BLOCK -- DO NOT BOOK - | Conrad Brissels
find out dm‘e«evjt pricing based [Meeting Room] -

Open Recurring ltem
Do you want

one?

to edit all occurrences of the

recurring appointment "Workshop®, or just this

(@) Edit this occurrence.

() Edit the series.

oK

Cancel

Occurence.

Jenisse Kim

When you click to edit a Recurring Appointment you will
get the option to either Edit the Series or this Specific

If you choose to edit the specific recurrence, the Appointment will "break free” from the series,
which will be indicated with a line through the recurrence -icon. Any changes to the Appointment
will then only affect the chosen instance of it.

shop (Josiah Clements) -
ting Room A]

e bring documents

Meeting with Advertising Agency |

- [Meeting Room]

Looking for new ways to expand
our advertising. Get quotes and
find out different pricing based
on the length of ad being run.

=

rkshop (Josizh Clements) -
eeting Room Al

Please bring documents

Open
= Print Appointment...
Ao Cut
Paste
Mestin| [FI Copy
- [Mee
Lookin Edit Series
;ur ad| Restore Default State
nd ol
on the Employee/Resource Status As  »
Appointment Label As 3
# Delete

w2 Workshop {Josiah Clements) -
[Meeting Room A]

Please bring documents

Manager Session - [Location A]

Please bring documents with you.

If you wish to restore an Appointment to it’s original series-form, simply right-click it and choose

Restore Default State.
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One of the key features in ScheduFlow is the ability to create Appointment Templates to speed up
your workflow. You can manage your templates by clicking Appointment Templates under the File
-tab. Here you can add, delete and edit templates. You can also click New Appointment Template to
directly create a new one.

| B EMEMESRE @ ¥ Duoserve ScheduFlow 16 - [m] X
ey :
u File Edit View Tools Calendar Reports Administrator Help Licenses & SearchByClient ~ X & ¢~
= (T T .
w @ ® Us EEE % &6 Add Client... == B Print Appointment...
- ] Appointment Templates - @ Exit
Account  Refresh ] New Appointment. . Clients... i Print Schedules... (T4 Pri
Logn. = [ Logout [ New Appoiniment Template... &% Refresh Clients J@ Print Calendar...
Connect Users Schedules Clients Print Exit
l&d Appointment Templates - O X
‘ Manage Records ‘
H @ Add Template
F | Search for Templ... ~ Vertical Grid View  + @ Help [d Close
Save () Delete Template
File Search View Help ‘ Close
1001 1003 1004 1005 1006 009 012
Display Name  Marketing Meeting  Initial Consultation BLOCK --DO NO... Training Meeting with Adv... Company Massa... Follow-Up Available
~ Detail Information
Subject Marketing Meeting  Initial Consultation BLOCK -- DO NO... Training Meeting with Adv... Company Massa... Follow-Up Available
Looking or new G_Il hour s
Bring marketing Gather customer ways to expand m:;:g e: o?’fers ou
i deagproposalsgan d requirements and our advertising. a changce o havz
- set up follow-up Bring material if Get quotes and find . .
Description brochures collected appointment. needed. out different pricing| O™ of only §||0w5 Level 1 Bring material.
over the past few h your therapist
s schemes based on enouah time to
===s pick up: teh length of time ’ kg "
ad is being run. work one speanc
area
Duration (min) 150 130 120 120 130 60 120 B0
Label Confirmed Done Need Followup Waiting Room Could NotReach ~ Meeds Preparation  (MNone) Available
Status Busy Available Not Available Busy Not Available Available Available Available
[ U] [ S A
Ready A
‘ B % % 5 E @ S DuoserveScheduFlow 16 o S
| e
v ‘ File ‘ Edit View Tools Calendar Reports Administrator Help licenses  Template Options S SearchByClent v X @ ¢ v
= £33 = [ New Recurring Appointment... () T .
‘® User Login 4 & Add Client.... = B Print Appointment.
Eﬂ @ [ Appointment Templates ﬁ — @ Exit
f;;unt R;Z;sh ‘i Logout ol = e Clients...  f& Refresh Clients | Print Schedules... [Ty print Calendar...
Connect Users Schedules Clients Print Exit
Appointment Calendar - Drag to Calendar + =
Brian Anderson Appointment Template Name 2
Monday, May 25 Tuesday, May 26 Wednesday, May 27 Thursday, May 28 Marketing Meeting ;’
Initial Consultation
411 || &2 Workshop (Josiah Clements) - 33 Workshop (Josiah Clements) - BLOCK -~ DO NOT BOOK
[Meeting Room A] [Meeting Room A] Training
Please bring documents Please bring documents Meeting with Advertising Agency
70 I Company Massage Hour
S — Company Massage Hour
A 1 hour therapeutic massage Falow-Up
. Company Massage Hour
g W Avaiable
9o Meeting with Advertising Agency
- [Meeting Room] ———
okiog urren vaps wemant | B ]
our advertising, Get quotesand |||~ =
‘and brochuires collectsd oVerthe"| | | find out different Looking for new ways to expand
past few weeks, on

our advertisi etquotesand | 7B

From here you can drag and drop any Template you have created. You can quickly populate your
schedule by dragging and dropping multiple Appointment Templates onto your calendar.
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MANAGING LABELS

Training (Elizabeth Mcintosh) -
[Meeting

Call to confirm day before.

Open
%  Print Appointment...
4o Cut

[ Copy

Employee/Resource Status As »
>

Appointment Label As O
3 Delete O
Wi 2]
the company party - [N
Meeting with Adver ising Agency ] O
- M m] O
Looking for new ways to expand
our advertising. Get quotes and O
find out different pricing based I:]
on the length of ad being run. o
=)
= ke
4
Set Administrator
Password...

Administrator

BLOCK -- DO NOT BOOK

them easier. Each Label has a name and a color.

unch

Appointments can be assigned a Label to help you organize and find

To change the Label of an Appointment, right-click it, go to

You can also manage and create your own custom labels by clicking Labels
under the Administrator -tab.

&4 Labels

Manage Records

H @ Add Label

Save (@) Delete Label

File

¥ |Search for Label

- @ Help... | [A Close

+ Required Information

Display Name (None)
Color [ 255, 255, ...
~ Other Information

Menu Caption &amp;None

Confirmed
1192, 255, ...

&amp;Confirmed

Cancelled
[ 255, 255, ...

Available
[ 255,192, ...

Left &mp;Message C&amp;ancelled

Done
[ 224, 224,

Rescheduled
192, 192, ...

&amp;Rescheduled &amp;Done

Menu caption is used for popup menus on the Calendar.

To add a new Label, click Add Label, enter a Display Name and
assign a color. ScheduFlow comes pre-loaded with several
labels that you can choose to use, rename or delete if want to.
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Labels

/! (Nene)

@ Confirmed

@ Available

@ Cancelled

E Rescheduled

E Daone

E Could Mot Reach
E MNeeds Preparation
W Must Attend

E Waiting Room

E Mo Show

@ Meed Followup

@ Pending Admission
@ Mot Available

@ Mo Show

[ Mew Label

O®@o»

Note that you can use Labels in
ScheduFlow however you like to
suit your needs. They don’t need
to be tied to a specific type of use
case or Appointment.

www.duoserve.com

ws | Appointment Label As and then select your preferred label.
= L~ Note that Appointments that haven’t been assigned a label will be
T listed as (None) in the Labels -panel. To show and hide Appointments
e based on their labels simply check or uncheck them in the labels
A panel.
e E s E @ ¥ Duoserve ScheduFlow 16 - [m] X

Edit View Tools Calendar Reports . Administrator ' Help Licenses % searchByClient + X & ¢~

& & AddResource... E 83 Manage Users... 1 o Labels... ’ @ imoort Dot
Resources... &Reﬁesh Resources At‘ig‘.’ﬁ”e =3 Manage Groups... P Statuses...
Multiple Calendars User Security Calendar Options ‘ Data



PRINTING SCHEDULES

Printing and exporting reports and calendars

Clicking Print Schedules under the File -tab will let you create and print information reports from

your calendar.

g
5| [z B3

5 @ -

‘_ 1
U‘ File I Edit View Tools Calendar Reports

]

Duoserve ScheduFlow 16

- (] X

Administrator Help Licenses % SearchByClient + X & ¢ =
) 18] New b
Eﬁ @ ® User Login... @] New Recurring Appoiniment... ﬁ "0 Add Client... B Print Appointment. ..
- [ Appointment Templates [ Exit
Account Refresh | ¢ New Appointment... Clients... i Print Schedules... § [7a pri
Logh. e~ [ Logout S New Appointment Template... &% Refresh Clients J@ Print Calendar
Connect Users Schedules Clients Exit

The Resource Filter lists all the Resources
in your system. Check the ones you want to

include in your report. Show Unnasigned
Schedules (ANY) will also include unnasigned

schedules.

@ Print Preview
54 Print

FPrint

Lists the Report Types that you
can create. (see p.26)

Choose whether to Filter the
report by a specific Client.

Schedule Report

@ Help | [ Exit

Help | Exit

E Conrad Brissels
M Denisse Kim

E John the Trucker
M Kelly Carlson

E Melindia Maynard
m Melissa Hess

W Mika Davis

E Reed Massey

m Show Unassigned Schedules {ANY)

Resources Filter ﬁeportType
Alex Johnson
o ) (@ Appointments List Detail
E Brian Anderson

Select a Date range or
show all schedules prior
to today’s date.

() Appointments by Resource Detail
() Appointments by Client Detai

Client Filter

() Appointments List Summary
() Appointments by Resource Summary

() Appointments by Client Summary

Client:

KE Show schedules for all dients. (Ignore Client Filter)

{ Date Filter

Tuesday, June 16, 2020 - Tuesday, June 16, 2020

.

v‘j

Print Preview to preview the
report, export it or share it.
Print to directly print it.
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Report Types

- Appointments List Detail displays a detailed list - Appointments List Summary Displays a summary

of Appointments with no grouping. (below) list of Appointments with no grouping. (P- 28)

- Appointments by Resource Detail displays - Appointments by Resource Summary Displays

a detailed list of Appointments grouped by a summary list of Appointments grouped by

Resource. (- 27) Resource. (p- 28)

- Appointments by Client Detail Displays a detailed - Appointments by Clients Summary Displays a

list of Appointments grouped by Client. (p-27) summary list of Appointments grouped by Client.

(p. 29)

Appointment List - Detail Date Range: 5/27/2020 - 5/30/2020
Start Time - End Time Subject Description Resource Client Status Label
Wednesday, May 27, 2020
6:00:00 AM - 8:00:00 AM Workshop Please bring documents Brian Anderson Josiah Clements ~ Busy Cancelled
9:00:00 AM - 11:30:00 AM Training Call to confirm day before. Conrad Brissels Elizabeth Mcintosh Busy Needs
Preparation
9:30:00 AM - 11:30:00 AM BLOCK -- DO NOT BOOK Following up on customers. Denisse Kim Not Available  (None)
9:30:00 AM - 12:00:00 PM Marketing Meeting Bring marketing idea proposals and Reed Massey Busy Rescheduled
brochures collected over the past few
weeks.
9:30:00 AM - 12:00:00 PM Meeting with Advertising Agency Looking for new ways to expand our Brian Anderson No Show
advertising. Get quotes and find out
different pricing based on the length of ad
being run.
10:00:00 AM - 1:30:00 PM Available Melincia Maynard Available
10:00:00 AM - 12:00:00 PM Training Bring material if needed. Kelly Carlson Busy Waiting Room
10:30:00 AM - 12:30:00 PM BLOCK -- DO NOT BOOK Melissa Hess Not Available ~ Need
Followup
11:00:00 AM - 1:00:00 PM BLOCK -- DO NOT BOOK Mika Davis Not Available  (None)
12:00:00 PM - 1:00:00 PM Lunch Conrad Brissels Not Available  (None)
12:30:00 PM - 3:00:00 PM Meeting with Advertising Agency Looking for new ways to expand our Reed Massey Cancelled
advertising. Get quotes and find out
different pricing based on the length of ad
being run.
12:30:00 PM - 3:30:00 PM Follow-Up Kelly Carlson Available Cancelled
1:00:00 PM - 2:00:00 PM Lunch Brian Anderson Not Available  (None)
1:00:00 PM - 4:30:00 PM Manager Session Please bring documents with you. Denisse Kim John Hardy Available Confirmed
1:30:00 PM - 2:30:00 PM Company Massage Hour A 1 hour therapeutic massage offers you Mika Davis Available Available
a chance to have one of only allows your
therapist enough time to work one
specific area
2:30:00 PM - 5:00:00 PM Initial Consultation Brian Anderson Confirmed
2:30:00 PM - 5:00:00 PM Marketing Meeting Bring marketing idea proposals and Melissa Hess Busy Confirmed
brochures collected over the past few
weeks.
2:30:00 PM - 4:30:00 PM Basic Drumming - private class Level 1 Melincia Maynard Available Not Available
2:30:00 PM - 5:00:00 PM Meeting with Advertising Agency Looking for new ways to expand our Conrad Brissels Cancelled
advertising. Get quotes and find out
different pricing based on the length of ad
being run.
3:30:00 PM - 4:30:00 PM Available Bring material. Reed Massey Available Available
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Appointments by Resource - Detail

Tuesday, June 16, 2020

Resource:
ID: 12
First Name:

Last Name:

Date Hired:

Notes:

Start Time - End Time

Brian Anderson

Subject

Address:

Work Phone:
Home Phone:
Mobile Phone:
Email Address:

Description Location

Date Range: 5/27/2020 - 5/30/2020

Client Name

Preferred Phone

Wednesday, May 27, 2020
6:00:00 AM - 8:00:00 AM
9:30:00 AM - 12:00:00 PM

1:00:00 PM - 2:00:00 PM
2:30:00 PM - 5:00:00 PM

Thursday, May 28, 2020
10:30:00 AM - 12:00:00 PM

1:00:00 PM - 2:00:00 PM
2:30:00 PM - 4:00:00 PM

Friday, May 29, 2020
9:30:00 AM - 12:30:00 PM
1:00:00 PM - 2:00:00 PM
2:30:00 PM - 5:00:00 PM

Workshop

Meeting with Advertising
Agency

Lunch

Initial Consultation

BLOCK -- DO NOT BOOK
Lunch

Meeting

Manager Session
Lunch

Training

Please bring documents

Looking for new ways to expand our ~ Meeting Room
advertising. Get quotes and find out

different pricing based on the length

of ad being run.

Meeting Room

Meeting Room

Meeting Room

Please bring documents with you. Location A

Meeting Room A

Josiah Clements

Ora Kerr

Appointments by Client - Detail

Tuesday, June 16, 2020

Date Range: 5/27/2020 - 5/30/2020

Client: John Hardy

First Name: John Work Phone: (130) 126-7698

Last Name: Hardy Main Phone: (130) 126-7698

Company: Adobe Mobile Phone: (263) 673-2842

Address: 640-1009 Nunc Road 4E Home Phone: (176) 570-9023

City/State/Zip: Hannibal Virginia 23683 Fax:

Location: Email: libero.Morbi.accumsan@penatibus.com
Start Time - End Time Subject Description Location Resource Name
Wednesday, May 27, 2020
1:00:00 PM - 4:30:00 PM Manager Session Please bring documents with you. Location A Denisse Kim
Thursday, May 28, 2020
10:30:00 AM - 2:00:00 PM Manager Session Please bring documents with you. Location A Reed Massey
1:30:00 PM - 4:30:00 PM Check-up Appointment Please bring documents with you. Location A Mika Davis
Friday, May 29, 2020
11:00:00 AM - 2:30:00 PM Manager Session Please bring documents with you. Location A Mika Davis
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Appointment List - Summary

Date Range: 5/27/2020 - 5/30/2020

9:30:00 AM - 11:30:00 AM
9:30:00 AM - 12:00:00 PM
9:30:00 AM - 12:00:00 PM
10:00:00 AM - 1:30:00 PM
10:00:00 AM - 12:00:00 PM
10:30:00 AM - 12:30:00 PM
11:00:00 AM - 1:00:00 PM
12:00:00 PM - 1:00:00 PM
12:30:00 PM - 3:00:00 PM
12:30:00 PM - 3:30:00 PM
1:00:00 PM - 2:00:00 PM
1:00:00 PM - 4:30:00 PM
1:30:00 PM - 2:30:00 PM
2:30:00 PM - 5:00:00 PM
2:30:00 PM - 5:00:00 PM
2:30:00 PM - 4:30:00 PM
2:30:00 PM - 5:00:00 PM
3:30:00 PM - 4:30:00 PM
Thursday, May 28, 2020
9:30:00 AM - 11:30:00 AM
9:30:00 AM - 11:30:00 AM
10:00:00 AM - 1:30:00 PM
10:30:00 AM - 1:30:00 PM
10:30:00 AM - 12:30:00 PM
10:30:00 AM - 2:00:00 PM
10:30:00 AM - 12:00:00 PM
11:30:00 AM - 2:00:00 PM
12:00:00 PM - 1:00:00 PM
1:00:00 PM - 2:00:00 PM

BLOCK -- DO NOT BOOK
Marketing Meeting

Meeting with Advertising Agency
Available

Training

BLOCK -- DO NOT BOOK
BLOCK -- DO NOT BOOK
Lunch

Meeting with Advertising Agency
Follow-Up

Lunch

Manager Session

Company Massage Hour

Initial Consultation

Marketing Meeting

Basic Drumming - private class
Meeting with Advertising Agency
Available

BLOCK -- DO NOT BOOK
Available

Available

Meeting with Advertising Agency
Follow-Up

Manager Session

BLOCK -- DO NOT BOOK
Meeting with Advertising Agency
Lunch

Lunch

Meeting Room

Meeting Room

Location A

Meeting Room

Meeting Room

Location A

Meeting Room

Start Time - End Time Subject Location Resource Client Name Preferred Phone
Wednesday, May 27, 2020
6:00:00 AM - 8:00:00 AM Workshop Meeting Room A Brian Anderson Josiah Clements
9:00:00 AM - 11:30:00 AM Training Meeting Room Conrad Brissels Elizabeth Mcintosh

Denisse Kim
Reed Massey
Brian Anderson
Melincia Maynard
Kelly Carlson
Melissa Hess
Mika Davis
Conrad Brissels
Reed Massey
Kelly Carlson
Brian Anderson
Denisse Kim
Mika Davis

John Hardy

Brian Anderson
Melissa Hess
Melincia Maynard
Conrad Brissels

Reed Massey

Denisse Kim
Conrad Brissels
Melincia Maynard
Kelly Carlson
Mika Davis Josiah Clements
Reed Massey John Hardy
Brian Anderson

Melissa Hess

Conrad Brissels

Brian Anderson

Resource: Brian Anderson

Appointments by Resource - Summary

Date Range: 5/27/2020 - 5/30/2020

9:30:00 AM - 12:00:00 PM
1:00:00 PM - 2:00:00 PM
2:30:00 PM - 5:00:00 PM
Thursday, May 28, 2020
10:30:00 AM - 12:00:00 PM
1:00:00 PM - 2:00:00 PM
2:30:00 PM - 4:00:00 PM
Friday, May 29, 2020
9:30:00 AM - 12:30:00 PM
1:00:00 PM - 2:00:00 PM
2:30:00 PM - 5:00:00 PM

Meeting with Advertising Agency
Lunch

Initial Consultation

BLOCK -- DO NOT BOOK
Lunch

Meeting

Manager Session
Lunch
Training

Meeting Room

Meeting Room

Meeting Room

Meeting Room

Location A

Start Time - End Time Subject Location Client Name Preferred Phone
Wednesday, May 27, 2020
6:00:00 AM - 8:00:00 AM Workshop Meeting Room A Josiah Clements

Ora Kerr
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Appointments by Client - Summary Date Range: 5/27/2020 - 5/30/2020
Client: John Hardy

Start Time - End Time Subject Description Location Resource Name

Wednesday, May 27, 2020

1:00:00 PM - 4:30:00 PM Manager Session Please bring documents with you. Location A Denisse Kim
Thursday, May 28, 2020

10:30:00 AM - 2:00:00 PM Manager Session Please bring documents with you. Location A Reed Massey
1:30:00 PM - 4:30:00 PM Check-up Appointment Please bring documents with you. Location A Mika Davis

Friday, May 29, 2020

11:00:00 AM - 2:30:00 PM Manager Session Please bring documents with you. Location A Mika Davis
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You also have the option to print a visual representation of your calendar by clicking Print Calendar.

. EEERE 6 hd Duoserve ScheduFlow 16 - m] X

‘\!/ Edit View Tools Calendar Reports Administrator Help Licenses % SearchBy Client + X ‘];’ -

E’ = = - A [ New Recurring Appointment. .. (ST " s B8 Drint Annaintment

@ E% @ iz Appoinh’nent'?'er:;ates ﬁ © g et ~ — = [:l Exit

.f;;lo':mt Rgm;rf:h ‘3 Logout New Appointment... e Clients... & Refresh Clients PrintScheduIes... ‘ ‘
Connect Users Schedules Clients Print Exit

g * | Under the Format -tab you set the start and
Format Paper | Resources
Sty name: Daly Ste - [ omeswes.. || end date/time for the shedule. You can also

Options review . . .
- fp— set different settings to define the style of the
Start date: 5/27/2020 - E
P - — printed schedule like font and text size.
Print from: 12:00:00 AM 5
Print to: 12:00:00AM 5 Fonts
Date headings:
Duration: 1day - m
/! Print all appaintments Appointments:
12 pt. Times New Roman
Shading
Full Color v
Print Preview Print oK Cancel

Pego Setup *| Under the Paper -tab n change th
e Under the Paper -tab you can change the
b - format of the paper you wish to print on, like

ype: ize:
o il margins and whether it should be printed in
Billfold
. portrait or landscape.
1/4 sheet booklet
Dimensions:
Width: |5.50 Height: |11.00
Paper source: Page orientation
Automatically Select -
(©) Portrait
Margins () Landscape
Top: 100" Left: | 1.00"
Bottom: |1.00" Right: 1.00" [ Apply settings to all styles
Print Preview ‘ ‘ Print ‘ OK ‘ Cancel

Page Setup X _

Under the Resources -tab you can select the
MPrintall resources on one page Resources per page: 1 Resources that you Want to display, TO Sel.ect
M se current grouping of the active view roup by: .« (e . .
e o wewe | specific Resources, check Print using the

rint using the custom collection Resources kind: All resources
o oot — custom collection, then select the Resource
Al Johneon > {Erian Anderson or Resources you want to print and use the
John the Trucker .
fely arton. arrows to move them over to the Resources to
Melissa Hess =< .
Reed vacsey < print -column.
Up
—_— When you’re done, click Print Preview or Print
Cm ] e - o to preview or print the calendar.
i rint Preview & Tin ancel
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A visual representation of the selected Resources and Calendar settings will be created.

29 May 2020

Friday

May 2020
SMTWTF S

June 2020
SMTWTF S

12
3456 7 89
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

1 23 456
7 8 910111213
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30

31
Brian Anderson Conrad Brissels
Friday, May 29 Friday, May 29
12 AM
2:00
4:00
6:00
8:00/(9:30 AM-12:30 9:30 AM-11:30 AM BLOCK -- DO
- PM Manager NOT BOOK
10:00/|| Session -
[Location A]
12 PM Please bring < 1:00 PM-2:00 < 12:00 PM-1:00 | || 1:30 PM-3:30 PM
documents with PM Lunch PM Lunch H Training (Logan
2:00H2:30 PM-5:00 PM Training Frederick)
4:00|
6:00
8:00
10 PM
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Under the Reports -tab there are several shortcuts to the same print options that were shown
above, as well as the possibility to view and print graphs for Resource Utilization.

Al

Py eSS SRE B Duoserve ScheduFlow 16 — O X

U File: Edit View Tools Calendar i Reports i Administrator Help Licenses % SearchBy Client ~ X &2 ¢ =
gl

Resource Detail List Detail By Resource Detail By Client
Utilization

4l

Analysis Reports

To generate a graph, select your preferred date range, then click and drag to select the information
you want to include. You can then Print Preview or Print the graph.

4 Resource Utilization l
‘ B @ E ] show Column Totals | ¥ StartDate|S/16/200  ~| ‘L_f

Print Print Resource [ show Row Totals 1 EndDate | 6/30/2020 - Apply
v Preview ¥ Utilization Chart Filter

MNon Recurring Schedules - Resource Utilization Analysis - m] X

@ Help | [A Close

File ] View i Filter 4| Help Close i ‘

Year Month Week

Day «
Resource 5/16/2020 5/25/2020 5/26/2020 5/27/2020 5/28/2020 5/29/2020 6/3/2020 6/9/2020 6/10/2020

Brian Anderson 1 10 7
Conrad Brissels 7 7

Denisse Kim i 2

Kelly Carlson
Melincia Maynard
Melissa Hess
Mika Davis

Wor M e R e @
[ R R R R

(SRR RN

Reed Massey

Resource Utilization Chart a x

Schedules By Resource

I Brian Anderson
I Corrad Brissels
[ Deniisse Kim
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PREFERENCES

Under the Tools -tab you will find the Preferences panel. Here you have a number of different
settings regarding how ScheduFlow behave.

ol ?:: E @ fd Cuoserve ScheduFlow 16 — O X

=)

B Edit View Calendar Reports Administrator Help Licenses % SearchBy Client ~ X & ¢ +
N

&

Change My
Password...
K preferences — 2 > | Underthe Client -tab you can set the default values
& Appointment | [ calendar | '3 Database i i .
2 Calendor ek | 52 Coledrorts [ sewcn when creating a new Client. You can decide the
43 Client ‘ ICalendar Day | Ecalendar Work Week . N
st default type of Phone number, City, State and Zip
[0 it -d Code.

w dient form/table can be changed at the time of entry and
only affects new records. Choosing an empty value will
leave the preferred phone field blank.

Preferred Phone:  Work A

Client Address Defaults

‘ The default city, state, and zip code that will be assigned
~ to all new appointments.

City: |

State:

Zip Code:

oK ‘ ‘ Cancel Help
S — ~ = " | Underthe Appointment -tab you can set the default

&3 Client 1 Calendar Day s Calendar Work Weel
P Calendar Week | 2 calendar vonth | & search values for new Appointments. You can also set to
&F Appointment [*% Calendar |4 Database . . . .
Newammntdmﬁ,ues‘ = | have pop-ups for reminders, including playing a

Lmve out Do ety i deos i e sound when they appear.

Subject:

Location:

Reminders: 30 minutes

[] set reminders

Reminders
‘ Show reminders will allow reminder popup windows to be

-, displayed. For selected resources' will show reminders only for
\ ‘7 resources checked in the 'Resource Navigator' pane. To play a
sound when reminders trigger select the sound from the
dropdown or manually choose a "WAV' file to play.

Show reminders: (@) All resources
() Selected resources
() Never

Play this sound: v

OK ‘ ‘ Cancel Help

© DUOSERVE 2020 33 www.duoserve.com




[ Preferences - m] X
&3 Client .:: Calendar Day -5: Calendar Work Week
5 Calendar Week 55t Calendar Month | F Search
& Appointment ‘ [ calendar ‘ 3 Database
Calendar Time View Default
The number of days that will be shown in the appointment calendar. This setting
only affects how the calendar is initially displayed upon opening the application.
(@ Day View
() work Week View
() Week View
() Month View
) Timeline View
Carousel View
= Enables/disables the carousel view as a default. This shows a ring of floating
== == appointment cards for the time period shown in the date navigator. Disabling the
_—— Carousel View will show the Calendar by default.
[ "] Enable Carousel View
Calendar Appointment Grouping Default
TP Specifies the type of grouping applied to the appointments.
@ Resource () Date () None
oK Cancel Help
|z Preferences - m] X
& Appointment ("3 calendar l 3 Database
5 Calendar Week | 5% Calendar Month | F Search
543 Client fT Calendar Day F§ Calendar Work Week
Time Scale and Day Count Default
Time Scale is the interval of time in the scheduling
° calendar's time slot. Day count sets the number of days to
1 \"" show simultaneously in the day view.
Time scale: |30 minutes v
Day Count 13
Work Day Hours
Work Day Hours defines the calendar's work hours .
T o Checking 'Show work hours only’ will only show the work
12 hours selected from start to end.
Start: |9:00AM 3 End: 5:00PM 3
[] Show work hours only
Visible Hours
Defines the calendar's visible hours in 1 day view.
® Start: |5:00AM o End: 9:00PM 3
oK Cancel Help
[ Preferences - [m} X
£&F Appointment | [ Calendar | '3 Database
#7" Calendar Week | 51 Calendar Month l & Search
43 Client | ": Calendar Day "51 Calendar Work Week
Time Scale Default
o The interval of time in the calendar's time slot.
1204 F
¥]  Timescale: 30 minutes -
Work Day Hours
° Defines the calendar's work hours.
12 = S
! Start: 00AM & End: 5:00PM 3
[ Show work hours only
Visible Hours
® Defines the calendar's visible hours.
Start: 6:00AM 5 End: 9:00PM 5
OK Cancel Help
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Under the Calendar -tab you can set the default
values for how to view the calendar.

You can also choose the default values for how to
group Calendar Appointments.

Under the Calendar Day -tab you can set the default
values for how to view the calendar in the Day View.

You can set the Time Scale and Day Count Default,
the Work Day Hours to determine the length of a
work day and also set how many Visible Hours one
day should have in the calendar.

Under the Calendar Work Week -tab you can set the
default values for how to view the calendar in the
Work Week View.

You can also set the Time Scale Default, the Work
Day Hours to determine the length of a work day
and also set how many Visible Hours one day should
display in the calendar.

www.duoserve.com
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|z Preferences - m] X
& Appointment | mCalendar | 'J Database
53 Client _l: Calendar Day ': Calendar Work Week
5" Calendar Week ‘ f5% Calendar Month | o Search
Appointment Display
'Show start time' specifies whether the start time of
R o appointments should be shown. 'Show end time' spedifies
1254  whether the end time of appointments should be shown.
M show time as dock' spedifies whether the start and end
time of appointments are shown using docks.
[ Show start time
[ show end time
[ show time as dock
oK Cancel Help
|z Preferences - O X
£&F Appointment | ("3 calendar | 3 Database
43 Client : Calendar Day | -5: Calendar Work Week
#5" Calendar Week ‘ 51 Calendar Month ‘ S Search
Appointment Display
'Show start time' specifies whether the start time of
7n e appointments should be shown. 'Show end time' specifies
1 L'j whether the end time of appointments should be shown.
'Show time as dock’ specifies whether the start and end time of
appointments are shown using docks.
[ show start time
[ show end time
[ Show time as dock
Weekend Display
'Compress Weekend' indicates if Saturday and Sunday should be
o ° displayed as one day. Show Weekend' indicates if data should
12 be shown for Saturday and Sunday). "Week Count' indicates the
number of weeks that are simultaneously displayed in the month
view.
[ ] Compress Weekend
[ show Weekend
Week Count: 5%
oK Cancel Help
|z Preferences - m] X
&3 Appointment | ("% Calendar I 3 Database

43 Client | ": Calendar Day | "5: Calendar Work Week

-i' Calendar Week | ?l: Calendar Month ‘ B Search

Search By Client - Maximum Recurring Appointment Days

'Days Ahead Count' sets the limit of days ahead that the "Search By Client” result
° pane will show for recurring appointments. Since some "Recurring Appointments™
#  have no end date or end after many occurrences, the day count will limit the
) search to the number of days set below.

Days Ahead Count 100 :

oK Cancel Help
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Under the Calendar Week -tab you can set the default
values for how to view the calendar in the Week View.

You can set whether you want to show the start time
and/or end time for an Appointment. Show time as
clock specifies whether the start and end time of
Appointments are shown using clocks.

Under the Calendar Month -tab you can set the
default values for how to view the calendar in the
Monthly View.

Appointment Display will again let you set whether
you want to show the start time and/or end time for
an Appointment.

Weekend Display will let you compress weekends in
your calendar as well as set how many weeks should
be displayed in the monthly view.

Under the Search -tab you can set the limit of days
ahead that the Search By Client result pane will show
for Recurring Appointments.

35
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[ Preferences - O X
43 Client -L. Calendar Day ';: Calendar Work Week
1% Calendar Week | 31 Calendar Month | & Search
& Appointment | (73 Calendar ‘ 3 Database

Auto Refresh Default

Auto Refresh allows the application to receive updated data, that may have been
changed by other users, automatically. Data such as appointments is refreshed from
= the Server based on the time interval set below.

Auto Refresh: 180 5 sec(s)
{30 min, 3600 max, 0 for disabling autorefresh)

Data Caching Window

The data cache window sets the amount of appointment information that is loaded

at any particular time, The values indicate the amount of days to load before and
) after the currently selected date that is chosen in the calendar. The larger the data

window, the longer the system will take to refresh data from the server. A shorter
window interval may increase performance but will decrease the amount of data
shown on multi month calendar views. This caching window also affects the maximum
number of days to be exported to outlook. If you are unsure of what numbers to use
then keep the default values, as they have been carefully chosen. This setting is
usually changed on users' machines who may have a slower connection.

Days behind 30 3 day(s)

-

Days ahead 60 5| day(s)

OK Cancel Help

i 44 4 F B M+ —

B RERESESRE G

Tools Calendar Fu

Al

[] Me

El

Ar
MNew Appointment...

Appaintment Calendar

Brian Anderson

/| Confirmed

! Available

@ Cancelled

m Rescheduled

@ Done

@ Could Mot Reach

@ MNeeds Preparation

& Must Attend

- @ \Waiting R.oom

@ Mo Show =

(,E"" Last Refreshed 6/13/2020 4:24:27 PM. Updates Found) o
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One of the more important Preferences is found under
the Database -tab.

All changes that you do to your calendar automatically
and continuously get saved, so there is no need for
you to manually save your changes. ScheduFlow syncs
automatically, getting all the changes made on other
computers or mobile devices, following the refresh
rate that is set in the Database Preferences.

Here you can set how often the database should Auto
Refresh as well as the Data Cashing Window -interval
that the application will load into memory when
looking at a specific date in the calendar. Keeping
these settings at their default is recommended but you
may want to change them depending on your specific
needs.

To get the latest changes others might have made on
other computers or mobile devices since your last auto
refresh, you will need to manually click the Refresh
Data -button here under the File -tab

In the main window you can see in the lower right
corner when the last refresh was made to the calendar.
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SCHEDUFLOW ON MOBILE DEVICES

Once you have set up ScheduFlow to work in Multi-User Mode, you can let users login and use the
calendar from a mobile device like a cellphone or a tablet. The ScheduFlow app which loads your
ScheduFlow data on mobile devices is available for both Android and iOS.

#_  Available on the \ ANDROID APP ON

S App Store f P> Google play

TR E @ - Duoserve ScheduFlow 16 - O

=" Fie Edit View Tools Calendar Reports Administrator Help Licenses & SearchByClent ~ X @ ¢ »
/;ﬁ a & Add Resource...

Set Administrator | Resources... & Refresh Resources Add Mabile | =@ Manage Groups... ¥ statuses...
Password... Liser...

83 Manage Users, .. Y Labels...
igd Import Data. ..

administrator vultiple Calendars ser Security Calendar Options ata

To access ScheduFlow from a mobile device the user needs a mobile user account. Clicking Add
Mobile User under the Administrator -tab lets you set up a new user with mobile access or set
up mobile access for an existing user. Note that if you are in Single-User Mode when clicking this
button, you will first be prompted to create an admin account and password to enable Multi-User
Mode.

[ Mobile Users Wizard - [m} X [ Mobile Users Wizard - a X
- Welcome to the ScheduFlow Mobile Users Wizard Configure Mobile User's Options
Select whether you would like to set up a new or existing user for mobile access. *

Choose one of the following options:

=

e This wizard will help you setup mobile access for new or existing users. Users will be able

; to view and edit their schedules remotely from most devices that have Internet access ) I want to create a new mobile user

capabilities.

o ) I want to enable mobile access for an existing user
m — @ Create a new user and set up mobile access
> I.I. @ Set up mobile access for an existing user
C =3
w 9
2 ®

Next > ‘ ‘ Cancel ‘ ‘ < Back H Next > ‘ | Cancel ‘
Click Next. Select if you want to create a new mobile user

or enable mobile acces for an existing user,

) ) then click Next.
Note that if you create a new Mobile User,

this user will automatically also be added to
the reqular user database.
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k&l Mobile Users Wizard

Create a mobile user

Define the mobile user's information.

Required User Fields

Username: JasonBrownl

Password: abd123

Group: Full Control -

Default Resource: | Melissa Hess -

Time Zone: (GMT-08:00) Pacific Time (US & Canada) -

Click 'Next’ to complete the mobile user setup.

by selecting an option
-dropdown menu. The
Resource is the Resou

and click Next.

< Back

H Next > ||

[z Ready. Set. Schedule.

=00

Any PC Any Phone Any Tablet

ScheduFlow is a cloud-based scheduling
solution that lets you share live schedules and
contacts on any PC or mobile device.

Click 'Create a Trial Account' below to start
using ScheduFlow.

ScheduFlow Account:

Duoserve_inc
ScheduFlow Account Password:

Assign Device To Account

ScheduFlow Account

Create a Trial Account
Forgot Password?

Help

www.scheduflow.com

3118 PM

¢ Refresh Duoserve_inc

Mobile

J ScheduFlow

User Name:

JasonBrown

User Password:

e0000000

Enter the username and password you have
been assigned in your ScheduFlow Online
desktop software. If your username is not in the
dropdown, ask your administrator to add you as
a mobile user.

ScheduFlow Account |

Change Account ©

Help ©

Set a username and password for
the user as well as the privileges

in the Group
Default
rce that the

mobile app will display on the main
screen after logging in. Set what
timezone the mobile user operates in

When opening the mobile app
for the first time you need to
sign in with the ScheduFlow

account information for your

organization.

© DUOSERVE 2020

38

Next, enter your mobile user
account credentials. and tap
Log On.
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3118 PM

"% Log Off

JasonBrown

Melissa Hess" Schedules

Today's Schedule
Tomorrow's Schedule
Yesterday's Schedule
View Schedule By Date
New Appointment

New Client

Search for Client

All'Schedules

Other Resources
View other resource schedules.

JasonBrown's Options

Default Schedule
Resource to show upon login.

Default Timezone

3:18 PM

< 1 05/26

Q

Brian Anderson

©

©

7) 05/26

Wed, May 27

Workshop (Cancelled)

6:00 AM-8:00 AM w/ Josiah Clements
Please bring documents

Meeting with Advertising Agen...

9:30 AM-12:00 PM

Looking for new ways to expand our advertisi...

Lunch
1:00 PM-2:00 PM

Initial Consultation (Confirmed)
2:30 PM-5:00 PM

©

Refresh
J?

7S & +

Home Today New Appoi...

© DUOSERVE 2020

Q
Clients

1

Once logged in, the Default Resource Schedule that was picked
during the mobile user creation process is diplayed at the top.
However, you can look at any other Resource by tapping Other
Resources on the main screen and then choosing another
Resource.

The top menu lists shortcuts to Today’s, Tomorrow’s and
Yesterday’s Schedule, as well as the option to choose a specific
date to view, make a New Appointment, add a New Client and
Search for Client(s).

To change the Default Resource Schedule tap Default Schedule.

To change the Timezone tap Default Timezone.

When you open a schedule, you can go back and forth, one day
at a time, by tapping the right or left arrow-buttons at the top.

Tap on an Appointment to view further details about it.

To refresh the information from the server, tap the Refresh
-button.

At the bottom you have the Main Menu where you can go Home,
to go back to the main screen, Today, which shows you today’s

schedule, New Appointment, which takes you to a window to
set up a new Appointment and an option to Search for Clients.
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Tap on an Appointment to view further details about it. If
_ijiM_____—._':_ the Client Details section includes contact information, you
— SRR can simply tap the phone number to make a call or the email
address to send an email.

Appointment Details

Appointment For Brian Anderson

Subject Training

Start Time 06/09/20 11:00 AM

End Time 06/09/20 12:00 PM

Time Zone Romance Standard
Time

Label (None)

Status No Status

Appointment Type Occurrence

Location

Description

Client Details

Display Name Josiah Clements
First Name Josiah

Last Name Clements
Address 2336 Ut St.
Address 2 18

City Lancaster

State SC

Zipcode 86215

Email ultrices.iaculis.odio@n
Preferred Phone

Home Phone (405) 249-5506
Work Phone (167).949-3492
Mobile Phone (239).483-1164
Main Phone (167) 949-3492
Other Phone

Edit Appointment

Scrolling further down will reveal several options. You can
vy edit the Appointment, which will give you the ability to edit
First Name

Last Name Clements the time, duration, etc. You can also Add a New Client to the
Address 2336 Ut St.

Address 2 1 Appointment, Assign an Existing Client, Delete the Appointment

Lancaster

n or Edit the Reccurence Pattern.

ultrices.iaculis.odio@n
Preferred Phone
Home Phone (405) 249-5506 . .
Work Phone (167) 949-3492 Any changes made to the calendar in the ScheduFlow app will
Mobile Phone (239) 483-1164

Main Phone (167) 949-3492 automatically sync with the server and update the information
Other Phone

across all the devices you have ScheduFlow running on.

Assign Existing Client

Delete Appointment
Edit Recurrence Pattern

Help

Cancel

Today New Appoi... Clients
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PURCHASING A SUBSCRIPTION

On the Licenses -tab, the Purchase Subscription Plan -button will take you to the Duoserve
website. If your trial has expired, you will need to purchase a subscription in order to continue using
ScheduFlow. Once you purchase a subscription, everything is set up automatically. Your payment
will update the license key for your account and you can continue to use the software with all the
information entered during your trial.

el -s. ":}" '?r = ﬂ ¥ Duoserve ScheduFlow 16 - O X
I'\.___,/"I File Edit Wiew Tools Calendar Reports Administrator Help 50 Search By Client = X ,,—E‘ ‘;’ -
= -
= o
Purchase License
Subscription Plan... Manager...
Reqgistratior

Clicking the License Manager... -button will show the Admin the current license or licenses that are
active. It will also show you whether you are in the trial or subscribed - how many you have used
and how many you have left.

= License Key Manager - ScheduFlow 16 - X
|k ﬁ\f /!
N 4 | License
— 3 5 [
Purchase Help Close

Subscription Plan

Registration Help Close

License Keys | Registered Client Machines | Registered Mabile Users
License Keys issued with your subscription plan

The list below describes how many dient machines can access the hosted server
at a given time. The 'Mumber Licenses' reflects what you have purchased in your
r2'> subscription. The licenses are automatically adjusted based on the subscription
plan you have chosen online,

License Expiration Date Registration Date Mumber Licenses

Full Version 3/31/2022 7/6f2015 50

The trial version is a FULLY FUNCTIONAL and COMPLETE version of the software that is only limited by the
expiration date. You can purchase a subscription plan for the number of computers that will continue to
run ScheduFlow 16. Once you have subscribed to a subscription plan you may continue using ScheduFlow
16, Itis not necessary to uninstall ScheduFlow 16, from the 'Add/Remove Programs' menu, and install it
again.

Need to purchase a subscription plan?  Buy Online

Current number of licenses: 50, Mumber of registered devices: 7. Remaining Keys left: 43.
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The Registered Client Machines -tab shows all the computers that have connected with ScheduFlow
and are using a license. If you want to remove a machine from the list, simply select it and click
Unregister Machine. This will give room for a new machine to connect.

} . ¥ License Key Manager - ScheduFlow 16 - X
| '-ff';;&, |
'\_,/ License
=
E ] b ]
Purchase Help Close

Subscription Plan

Registration Help Close

License Keys | Registered Client Machines | Registered Mobile Users

Client machines currently registered

The list below contains the dient machines currently registered to use your
% subscription. The amount of dient machines registered can not be more than the

dient access licenses you have purchased with vour subscription. Client machines
are registered automatically after their first connection is established and there is no
need to ever register a machine manually. You may unregister dient machines at
anytime to utilize the available dient licenses you have in your subscription. This is
necessary if a dient machine is replaced, reinstalled, or has been renamed.

MARY 2020 DESKTOP-BL34BGS
FORCE

CUSTOMER.
MARYEIGHT
MARYSURFACEPRO
ASUSZEN-I9

Unregister Machine

The trial version is a FULLY FUMCTIOMAL and COMFPLETE wersion of the software that is only limited by the
expiration date. You can purchase a subscription plan for the number of computers that will continue to
run ScheduFlow 16, Once you have subscribed to a subscription plan you may continue using ScheduFlow

16. Itis not necessary to uninstall ScheduFlow 16, from the 'Add /Remove Programs' menu, and install it
again.

Meed to purchase a subscription plan?
Current number of licenses: 50, Mumber of registered devices: 7. Remaining Keys left: 43.

Buy Online
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The Registered Mobile Users -tab will show the current users that have been granted mobile
access. The amount of users registered can never exceed the amount of mobile licenses that you
have purchased. You may clear all users at anytime to be able to utilize the available mobile licenses

that you have. This is useful if there are mobile users that are no longer active or their username has
changed.

} i License Key Manager - ScheduFlow 16 - X
(Mg )
\E/ License

= y '

| ]
- @
Purchase Help Close
Subscription Plan
Registration Help Close

| License Keys | Registered Client Machines | Registered Maobile Users

Mabile users currently registered

ﬂ The lizt below displays the users currently registered to access schedules on mobile
devices, The amount of users registered cannot be more than the mobile icenses
% you have purchased with your subscription. Mobile users are registered
automatically after their first connection is established and there is no need to ever
register a user manually. You may dear all users at anytime to utilize the available
mohile user licenses you have in your subscription. This is necessary if there are
users who are no longer active or their usernames have been renamed.

Layinson gstein
Coworks Default User
Andrews Aquariumlser 1
banderson maryj

chrizsels JasonBrown
johnh

Clear Users

The trial wversion is a FULLY FUNCTIOMAL and COMPLETE version of the software that iz only limited by the
expiration date. You can purchase a subscription plan for the number of computers that will continue to
run ScheduFlow 16, Once you have subscribed to a subscription plan you may continue using ScheduFlow

16, Itis not necessary to uninstall ScheduFlow 16, from the ‘Add/Remove Programs' menu, and install it
again.

Meed to purchase & subscription plan?  Buy Online
Current number of user licenses: 100, Mumber of registered users: 11, Remaining Keys left: 89,
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SCHEDUFLOW

CONNECTED SOFTWARE. EVERYWHERE

support.duoserve.com
https://www.duoserve.com/scheduling-software/



Thanks for choosing ScheduFlow!

If you have any questions, please feel free to contact us via
support on support.duoserve.com.



http://support.duoserve.com

