Group Scheduling and Time Management Enhancements


Group scheduling is integrated with the Microsoft Exchange client.  It is installed together with the client.  Microsoft Exchange Server provides integrated store management, integrated security, and integrated replication with this first client-server group scheduling system.  The current version of Schedule+ has approximately 3.5 million active users, making it the leader in group scheduling on PCs.  Many of the following improvements were based on the feedback from those 3.5 million users.


Personal Calendar


�AUTONUM�	Improved Daily View.  The daily view now displays the task list in the lower right portion of the screen. The task list is synchronized with the appointment book so that it displays those tasks relevant to the day being viewed. Users can set the number of days displayed, from a full seven days to just a single day. To reschedule an appointment, simply drag it from one day and drop it onto another.
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�AUTONUM�	New Weekly View.  This view provides a convenient way to organize your schedule on a week-by-week basis, while still maintaining the same ease of use and graphical nature of the daily view. Users can set the number of days displayed, from a full seven days to just a single day. To reschedule an appointment, simply drag it from one day and drop it onto another. The task list can also be displayed in the lower portion of the screen. 


�AUTONUM�	New Monthly View. Now you can scan your schedule a month at a time. Multi-day appointments are displayed at the top of the list on the days they occur, making the monthly view valuable for event planning. Zoom-in on any day by clicking it and scrolling through that day’s appointment list. To see the full details of any particular appointment, simply double-click the appointment.
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�AUTONUM�	Toolbar.  Now Schedule+ has a toolbar that contains buttons for the most frequently used tasks.  The toolbar is consistent with the toolbars in Microsoft Office and Microsoft Exchange Client.
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�AUTONUM�	Toolbar with ToolTips™. This is new to Schedule+. We used Microsoft’s Usability Lab to measure which actions were most frequently used, then put those actions in easy reach on the Toolbar. ToolTips (described in more detail in the Microsoft Exchange Inbox section) help Schedule+ 1.0 users and new users easily discover the function of each toolbar button.


�AUTONUM�	Buttons for Appointment Settings.  Usability tests showed that the settings for appointments, such as private, set reminder, tentative are used frequently when setting up appointments.  Now these functions are on the toolbar as buttons, so you can easily toggle these settings on and off.


�AUTONUM�	Configurable Time scale.  Now you can easily configure the time scale displayed in your daily views.  It can be in 5, 6, 10, 15, 30, or 60 minute increments.  In addition to that you can choose what you want the drag and drop time scale to be.  For example you may want to have your time scale displayed in 30 minute increments, but if you frequently setup meeting at 15 minutes before or after the hour, then you may want to setup the drag-drop time scale to be 15 minutes. 


�AUTONUM�	Drag-And-Type Appointments.  Creating and appointment is very easy using Microsoft Exchange group scheduling.  Just drag the mouse on the time scale to select the time period you want to create an appointment at, and then start typing the title you want to give to the appointment. 


�AUTONUM�	Drag And Drop.  Once you setup the appointment you can easily change the time and even the date by dragging the appointment and dropping it to another time slot or to another day.


�AUTONUM�	Drag-Drop Icon Improved.  Usability tests showed that the icon used in Schedule+ 1.0 to indicate that an appointment can be dragged was confusing for users, due to similarity with the icon used to extend or shorten the duration of an appointment.  So we changed to make it easier to understand and consistent with other applications.


�AUTONUM�	Events.  This was a highly requested feature by existing Schedule+ users.  An event is something like a conference, trade show or birthday that you may not need to setup an appointment for, but you would like to see it on your schedule.  You can also set up an event to be an annual event.  Events and annual events appear at the top of the Appointment Book in the Daily view. Events and annual events do not appear as busy times in the Planner view.


�AUTONUM�	Combined Calendar And To Do List.  This feature received praise in the usability tests.  Many users love the fact that now they can see their to do list for the day in the daily view.


�AUTONUM�	Linked To-do’s and appointments. You can schedule a specific time in your appointment book for a task.  You can do this in several different ways, one of which is to simply drag and drop the task on to your appointment book. 


�AUTONUM�	Reminders.  Now we also provide more options for reminders.  You can setup a daily reminder that shows you the to do list tasks for that day the first time you start Schedule+ that day.  You can choose to enable or disable reminders easily from the options property sheet and you can also pick whether you want an audible alarm as a reminder. 


�AUTONUM�	Date Navigators.  In all Schedule+ tabs that contain dates, there are data navigation buttons; two arrows, one pointing left and one pointing right.  These navigators allow you to easily move back or forth in time. 


�AUTONUM�	Customizable Views.  Schedule+ provides 21 views out of the box, but you can customize these views using the commands in the view menu.  For example you can choose how many days you want to see in the daily or weekly view. 
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�AUTONUM�	Tab Gallery.  Schedule+ contains views that can be added and removed, just like you add and remove tabs from your organizer.  Tab Gallery gives you a list of views currently displayed and other views that are available, with a description and a preview of each of them.





Tab Gallery Lets You Customize Schedule+ To Fit the Way You Work


�AUTONUM�	Seven Habits Tools.  The Seven Habits Tools are based on the concepts taught in The Seven Habits of Highly Effective People and First Things First by Dr. Stephen R. Covey.  They consist of tools that will help you implement the habits of personal organization in your life using the Six Step Process discussed in First Things First.
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�AUTONUM�	Seven Habits Wizard.  If you are unfamiliar with the Six Step Organizing Process, there is also a wizard that walks you through the basics of the Six Step Process while helping you create a first draft of your mission statement, your first set of roles, and your first set of weekly goals.


�AUTONUM�	Seven Habits Tools Quick Start.  Quick Start includes additional on-line instructional materials that briefly discusses each of the Tabs and how you can best use them in organizing your life.


�AUTONUM�	Launch Microsoft Exchange Client from the Toolbar.  Just like you can launch Schedule+ from the toolbar of Microsoft Exchange client, you can launch the Microsoft Exchange Client from the Schedule+ toolbar.


�AUTONUM�	Colors.  Now in Schedule+ you can change the colors that are used on the tabs and for resources, to make it look just the way you want. 


�AUTONUM�	Start of Week.  You can change the start day of the week to be any day you want. 


�AUTONUM�	Working Hours.  Setup your working hours for the day.  On your appointment book, your non-working hours will be shaded, to help you avoid from scheduling a meeting by mistake. 


�AUTONUM�	Week Numbers.  A much requested feature by our international customers.  In certain countries, week numbers are used for planning purposes, therefore we added the option to display week numbers on your calendar. 


�AUTONUM�	Intelligent Install.  During installation  Schedule+ will search your hard drive for an installed Microsoft Exchange client.  If it detects one, you will be given the option to work in a group-enabled mode. 





Group Scheduling


�AUTONUM�	Meeting Wizard.  Meeting wizard walks you through the process of setting up a group meeting. 


�AUTONUM�	Right-Click Details in Planner View.  Now in the planner view you can right mouse click on a time block to who's busy at that time.  In that list, if you click on a user's name (given the rights to do so) you can also see what that person is doing at that time. 
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�AUTONUM�	Recurring Meeting Requests.  Another much requested feature.  You can now setup a recurring meeting with others by sending a recurring meeting request. 


�AUTONUM�	Attachments To Meeting Requests.  Now you can attach the agenda or other necessary reading material to your meeting request.  Of course this is done in a very similar way to how this is done in the Microsoft Exchange client. 


�AUTONUM�	Time zone Support.  Schedule+ supports time zones through the support provided by Microsoft Exchange Server.  If you are a user who lives in France you will receive the meeting request I send from Redmond for the correct time. 


�AUTONUM�	Multiple time zones.  Now you can view two different time zones in the tabs that contain the time scale. 
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�AUTONUM�	Conflict Notification on Meeting Request.  We made it even easier for you to respond to a meeting request.  When you receive a meeting request, your calendar is automatically checked and a notification is displayed on the meeting request if there is a conflicting appointment. 


�AUTONUM�	Location field. Usability research with Schedule+ 1.0 users showed that when sending meeting requests users tend to forget to enter a place for the meeting.  So now Schedule+ prompts you to fill out a "Where" field when inviting others to a meeting.


�AUTONUM�	Multiple Assistants.  Another highly requested feature by Schedule+ 1.0 users.  Although Schedule+ 1.0 users loved the fact that you can assign your assistants rights on your calendar, many requested to be able to do this with more than one assistant and with more flexibility.  So now you can give multiple people or groups rights on your calendar.  There are 7 pre-defined levels of rights or you can create a custom role that fits your exact need. 


�AUTONUM�	Permissions By Calendar Section.  Permissions became so flexible that you can assign people rights based on which section of your calendar you want them to have rights to.  You can choose between appointments, tasks, events, and contacts. 


�AUTONUM�	Most-Recently-Used Calendars List.  Consistent with Microsoft Office, Schedule+ also keeps a list of most frequently user calendars, to make it easier for people to re-open them.





Task Management


�AUTONUM�	More Fields.  Now Schedule+ contains more fields in the to do list to help you manage your tasks in a more detailed manner.  Some of these new fields are: Duration, Percent complete and Contact.  These fields also make it possible to better interact with Microsoft Project.
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�AUTONUM�	Configurable Columns.  Consistent with the Microsoft Exchange Client, the to do list in Schedule+ can be organized to contain the fields that you want to see in your view.


�AUTONUM�	Grouping.  Consistent with the Microsoft Exchange Client, the To Do list view can be categorized by any of the fields in the view.


�AUTONUM�	Filters. Consistent with the Microsoft Exchange Client, the To Do list view can be organized to only filter in the information that fits a certain criteria that you can specify.


�AUTONUM�	Improved Sorting. Now you can select as many as three sort categories.  You can sort items in ascending or descending order. Consistent with the Microsoft Exchange Client, you can sort items by clicking the button at the top of each column or by using the "Sort" command.  To reverse the sort order, press the CTRL key while clicking the button. You can sort by columns that are not currently displayed. 


�AUTONUM�	AutoSort.  "Autosort" command automatically sorts your To Do List whenever you add a new task or contact. The sort is based on what you have selected in the Sort dialog box.


�AUTONUM�	Direct Editing.  You can edit the tasks and projects in your to do list directly by double-clicking on it, without the need to open another dialog box as you do in Schedule+ today.


�AUTONUM�	Linked Task Manager And Contact Manager.  The contact field in your task list will display all entries in your Contact Manager.  While working in the Task Manager, if you need to add a contact that is currently not in your Contact Manager, then you simply need to click on Insert\Contact, and fill out the appropriate information.  Your Contact Manager will be updated at the same time.


�AUTONUM�	Drag And Drop From Calendar.  You can easily drag and drop appointments to your to do list to create tasks for these appointments.


�AUTONUM�	Click on it and it's done.  Now it's easier to mark the tasks that are done. Just click on the field with the check mark and that task will be marked as done.  You can toggle this field on and off by clicking on the check mark field.


�AUTONUM�	Recurring Tasks.  Now you can also setup a recurring task.  You may want to do this if you need to for example do financial analysis every month, but you won't actually create an appointment for this task until you have a better idea about your schedule.


�AUTONUM�	Auto Rollover.  If a task is not marked completed, the tasks rolls over to the next day as one of the task items.  But at the same time it also turns red, indicating that this task is delayed.
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�AUTONUM�	Daily Reminder Summary.  Daily reminder summary gives you a list the first time you start Schedule+ that day that shows you the task list for that day.


�AUTONUM�	Shared Task Lists.  A powerful capability of the task manager is its ability to share tasks with other users. User permissions for tasks are set in the same manner as user permissions for appointments and, therefore, tasks can be shared among a team or just between an executive and an assistant. A further degree of control is possible by designating a task or tasks as “private”, meaning it is not viewable even by those with permissions on the rest of the task list.�


Contact management


Contact Manager itself is a big enhancement we built into Schedule+. We discuss several of the outstanding features in the contact manager below.


�AUTONUM�	Multiple Addresses.  Each entry in the contact list can contain a business and a home address.


�AUTONUM�	Multiple Phone Numbers.  Each entry in the contact list can contain 8 different phone numbers: 2 business numbers, a fax, 2 home, an assistant, a pager and a mobile phone number.


�AUTONUM�	User Fields. Four user-definable fields are available for each contact.  These fields can be used to tag each contact with different criteria which can then be used to group and sort the contacts into categories.  For example, users can separate their “business” contacts from their “personal” contacts by entering these keywords in the User 1 field and then grouping the contacts by this field.  


�AUTONUM�	Combined Contacts And Tasks.  The contact field in your task list will display all entries in your Contact Manager.  While working in the Task Manager, if you need to add a contact that is currently not in your Contact Manager, then you simply need to click on Insert\Contact, and fill out the appropriate information.  Your Contact Manager will be updated at the same time.


�AUTONUM�	Quick Find.  Consistent with the Microsoft Exchange address book, the contact manager can operate in browse mode.  As you type the name of the person you are looking for the list is scrolled to the names that match.
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�AUTONUM�	Configurable Columns. Consistent with the Microsoft Exchange Client, the contact list in Schedule+ can be organized to contain the fields that you want to see in your view.


�AUTONUM�	Grouping.  Consistent with the Microsoft Exchange Client, the contact list view can be categorized by any of the fields in the view.


�AUTONUM�	Sorting.  Now you can select as many as three sort categories.  You can sort items in ascending or descending order. Consistent with the Microsoft Exchange Client, you can sort items by clicking the button at the top of each column or by using the "Sort" command.  To reverse the sort order, press the CTRL key while clicking the button. You can sort by columns that are not currently displayed. 


�AUTONUM�	Autosort. "Autosort" command automatically sorts your contact list whenever you add a new task or contact. The sort is based on what you have selected in the Sort dialog box.





Portability


�AUTONUM�	Hand-held Support.  Schedule+ now includes built-in import/export support for the following hand-held systems:


HP 95LX	Import/Export


Sharp 5000/7400	Import/Export


Sharp 6500/9000	Import/Export


Sharp 7600	Import/Export


Sharp 8000/8200	Import/Export


Sharp 8600/YO-600	Import/Export


�AUTONUM�	Carry your schedule on your wrist - Timex Watch support. Schedule+ also offers built-in support for the Timex data watch.  This allows you to export your appointments, tasks, phone numbers for contacts, anniversaries, alarms, and time zone information to your watch.  Just like your Schedule+, your Timex watch will remind you with an alarm before a meeting.


�AUTONUM�	Import/Export Wizard.  Export Wizard walks you through the export process, whether you are exporting to the Timex watch or to a text file.


�AUTONUM�	Local replication�.  You can work off-line with Schedule+ using your local calendar.  When you connect to your server, synchronization occurs between the local calendar and the calendar information on the server.
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Printing


�AUTONUM�	Over 1,500 Print Layouts, Including Trifold.  Schedule+ 1.0 contained several print layouts, but now we improved it even further.  We will let the dialog box do the talking.
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�AUTONUM�	Print Preview. The Schedule+ component of Microsoft Exchange includes a WYSIWYG Print Preview capability, which lets you experiment with the 100’s of new print combinations without wasting paper. It is also helpful when aligning special paper types for daily planners and diaries.


�AUTONUM�	Print Preview Magnifier. Schedule+ allows users to easily zoom in print preview.  This is especially useful when aligning multiple printouts-per-page on perforated paper.


�AUTONUM�	Custom Paper Formats That Fit Most Day Planners. 


�AUTONUM�	Autoscale Fonts.  When printing with different format, the fonts scale automatically. 


�AUTONUM�	“Private” Options.  Now in Schedule+, you have options to either print the private appointments, or not to print, or even not print the text but show the time allocated.�


Integration with Microsoft Exchange Server


�AUTONUM�	Integrated install.  Microsoft Schedule+ is offered to you during the Microsoft Exchange Client installation process.  If you choose to install, it gets installed as a part of the Microsoft Exchange Client setup.


�AUTONUM�	Integrated store management.  Microsoft Exchange Server public folders are used to store free/busy information.  Because public folders can be replicated among Microsoft Exchange Servers, this information can easily be shared with others and can also be managed from the Microsoft Exchange Server administrator.


�AUTONUM�	Integrated security.  Schedule+ makes use of the security benefits Microsoft Exchange Server offers.  For example, users who do not have the rights to logon to your mailbox cannot logon to your calendar either.


�AUTONUM�	Integrated administration. No separate administration is required for Schedule+ on a Microsoft Exchange Server.  All of the administrative features of the Microsoft Exchange Server, which makes it a powerful, yet easy-to-manage corporate messaging platform, automatically incorporates Schedule+.�


Sharing Information with Other Applications


�AUTONUM�	Integration with Microsoft Project.  A number of the task fields within Schedule+ for Windows 95 were specifically designed for tight integration with Microsoft Project for Windows 95.  This integration creates a powerful solution for task delegation.  From within Microsoft Project, a project planner can delegate tasks from a project plan to any number of Schedule+ users via email using a Task Request form.  If the task request is accepted by the Schedule+ user, the task information is then recorded in the user’s To Do List where it can be tracked and updated in the normal course of the user’s daily activities.  The project planner can then get periodic updates from the Schedule+ users to whom tasks were delegated by sending out a Task Update form.  When the Schedule+ user returns the Task Update form to the project planner, the form reads the current task information (such as percent complete, amount of time spent on project, and estimated completion date) from the user’s To Do List and then automatically updates the master project plan so that it reflects all of the most current information.


�AUTONUM�	Support for OLE Automation. Since Schedule+ for Windows 95 supports OLE automation, any Visual Basic or Visual Basic for Applications application can utilize information stored in Schedule+.  For example, your company could create a custom billing or work-scheduling application that taps into Schedule+ for Windows 95, instead of requiring users to fill out additional forms or keep the information in a separate application. Instead of doing administrative tasks such as reporting billable hours, you can use the time to generate more revenue. 


�AUTONUM�	Built-in Import support for other time management software.  Schedule+ includes import support for the following systems:


Schedule+ 1.0


ACT! for Windows®


ECCO Professional


Lotus Organizer


PackRat 4.1+


Windows® Accessories


� Schedule+ local replication does not use the offline folders.
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