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How to Create a Billable Activity from Calendar 
 

Go to Calendars application 

 

 
 

Description 

 
Select Sales process and then Calendars application. 
 

 

Create Billable Activity 

 

 
 

Description 

 
Hold mouse left button to create an activity time block on schedule grid. 
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Right-click on selected activity time block to access contextual menu. 
 
Select a Billable Activity Template from contextual menu (Template - …). 
 
Activities application then gets loaded with information from template already entered. 
 

 
 
Make sure you provide all the mandatory fields (in red). 
 
Use the Save button when information has been entered. 
 
Billable Activity is now created in Calendar! 
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How to Create a Billable Activity Template 
 

Go to Tasks application 

 

 
 

Description 

 
Select Projects process and then Tasks application. 
 

 

Create Billable Task 

 

 
 

Description 

 
Use the New button to define and add a new Task. 
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Make sure you provide all the mandatory fields (in red). 
 
Billing Type should be set to “Task Price”. 
 
Use the Save button when information has been entered. 
 

 

Set Task Price 

 

 
 

Description 

 
Go to Prices tab. 
 
Use the New button to define and add a new Price. 
 
Make sure you provide all the mandatory fields (in red). 
 
Use the Save button when information has been entered. 
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Go to Activities application 

 

 
 

Description 

 
Select Sales process and then Activities application. 
 

 

Create Activity Template 

 

 
 

Description 

 
Use the New button to define and add a new Activity. 
 
Enter Name for activity template. 
 
Make sure the activity is set as Template and Billing Type is set to Billable. 
 
Follow-up Period should be set to 0 days. 
 
Use the Save button when information has been entered. 
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Add Task to Activity Template 

 

 
 

Description 

 
Go to Tasks tab. 
 
Use the New button to define and add a Task. 
 

Enter main letters of Task name and click search button  to find it and select it. 
 
Use the Save button when information has been entered. 
 
The task price will be determined from task price’s effective date when invoicing activity. 
 
Billable Activity Template is now ready to be used! 
 

Calendar can be refreshed  so that Activity Template gets added to contextual menu. 
 

 

 

 

 


