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Create Schedules
Quick Reference

Operations B

Found in the Contacts capsule, the Create Schedules operation can be used to create the

same Schedule records across multiple Contacts. If the selected Contacts fall under different Email Selected

divisions, the user running the operation is given the choice of what division to create the new Create Contact Group

Schedules in. Generate Letters
Generate Emails

For each Contact record highlighted in the list, the operation creates one Schedule record. Create Schedules

Each Schedule record will have the Contact linked and their Phone and Organization values Show Contact History

will default if found on the Contact record.

Change Passwords

The remaining fields completed in the Operations window will default in the corresponding Copy Settings
fields of the Schedule record — Schedule Type, Schedule Status, etc. Assign Division

Upon completion of the operation, the user is brought to the Schedule List window displaying

all of the newly created Schedule records.

Print Contact Divisions
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