
Staff Setup &

Calendar Preferences



Use Address on Staff to see Distance to Appointment on Scheduling Calendar

Color-code your Staff members on the Staff Calendar

How to enable Market Segments on the Calendar, User and Staff

Manage Calendar Preferences – what is displayed on the calendar 

Using Staff Score to Sort the Calendar by NSLI or NPS

Custom Calendar Text on Appointment and Project Activity tiles 

Agenda
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Staff Addresses
Complete the Address fields on the Staff 
record for each person’s starting location.
This could be your office, warehouse or even
the rep’s residence. 
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Staff Addresses allow Schedulers to see the 
Distance from the Staff member’s Address 
to the Appointment being scheduled. 

In this example, 
Stephen leaves 
from home, 
whereas our other 
Reps all leave from 
our office.



Color-code your Staff for the Calendar 

Quickly spot who is assigned an Appointment or Project Activity 
from the Calendar. 
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Edit the Color of each Staff record

Best Practice: Two People on the same Crew?
Copy and Paste the Hexadecimal code to make Staff members 
the same color if they are always working together
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Navigate to Staff tab 

Edit the Staff record 

Adjust Calendar Color



Set Market Segment Values for Staff/Users
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1: Set Values 
Setup > Customize > Users > Fields > Market Segment

2: Select each User’s Market Segments 
Setup > Manage Users > Users > Edit User > Market Segment 



Enable Market Segment Filters on the Calendar

This does not add Market Segment to Prospect, Appointment, Sale or Project objects.
For a more advanced Market Segment setup, see also: Zip Code customization  
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3: Enable ‘Use Market Segments’ checkbox
Settings > Advanced > Use Market Segments > Save

Be sure to set Market Segments for Inactive Users too! 

https://support.improveit360.com/hc/en-us/articles/360056597074-Zip-Codes-Market-Segments


Manage Calendar Preferences 
Certain Fields can be displayed on the Staff Calendar tiles using Calendar Preferences 
under the Custom Settings menu.  
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Check out this Article 
on adjusting Calendar 
Preferences

• Prospect Name
• Phone(s)
• Street Address, City and Zip
• Product Category
• Custom Calendar Text

https://support.improveit360.com/hc/en-us/articles/360035948794-Staff-Calendar-Preferences-Staff-Filters-and-Enable-Staff-Score-


Using Staff Score to Sort the Calendar 

Enable in Calendar Preferences
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By default, Staff are 
listed Alphabetically 
in the Staff Calendar 
Filters menu

Both Settings must be Enabled

Check out our Help Center Article on Enabling Staff Score and 
Sorting by Score

https://support.improveit360.com/hc/en-us/articles/360035948794-Staff-Calendar-Preferences-Staff-Filters-and-Enable-Staff-Score-


Using Staff Score to Sort the Calendar 
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When enabled, the 
Staff are sorted by 
Staff Score

This field could be used to store date like NSLI, 
ADL or NPS Scores, or a combination. 

In my example system, the Sales staff are scored on NSLI, 
while the Installers and Service staff are scored on NPS.



Add something Custom to the Calendar tiles
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Create a Flow or Process automation to update the Custom Calendar Text Field with 
the data you’d like displayed on the Calendar. 

Simply use a Text Field on the Appointment to enter the 
data you want to appear on the calendar… 



improveit 360 can further Customize your Calendar tiles

Display icons using Text formulas and HTML! Starting at 
$500 our team can create automation to populate icons 
and custom data. 
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Note: Custom Calendar Text Field is limited to 2048 Characters

In this example the Move Up checkbox on the Appointment page is 
represented on the Calendar tile as a White Arrow. 
When the checkbox is True, the arrow is displayed. 



CONTACT US

How to reach us? 

1. Admins – Use the Help Bot within your 
system: Click Get in Touch

2. Open a Ticket at: 
https://support.improveit360.com/

3. Or Email Us: support@improveit360.com

Support Office Hours: 
Monday – Friday, 9am-5:30pm Eastern time  

https://support.improveit360.com/
mailto:support@improveit360.com
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