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1. [bookmark: _Toc54097371]Locating your Dashboard

Each Department who use CRM have their own dashboard(s), which normally acts as a ‘home’ page.
Next to Dynamics 365, there will be an Entity Name. e.g. My Work/Student Services
•	Click on the downward arrow
 next to Entity Name
•	Select ‘Dashboards’
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· Select the Careers CA View or Careers EA View from the list depending on your role
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2. [bookmark: _Toc54097372]Pinning a Dashboard

To do this, select the Dashboard, and select ‘Set as Default’.
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3. [bookmark: _Toc54097373]Views - ‘Pop Out’ Function

You may find the Views within the Dashboard cut off information. 
You can ‘pop out’ the view from the Dashboard by clicking on the grid button below:

[image: ]
4. [bookmark: _Toc54097374]Sorting

Remember that from within the pop out you can sort or arrange any information by clicking on the headers. You can sort (Ascending, Descending, numerical or alphabetical). 
Additionally there is a Search box in the top right where you can search for a student.
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5. Careers CA View Dashboard

The 6 Views are:

1. My Available 1-2-1 Appointments Next 12 Months
This view will show all of YOUR available 1-2-1 Appointments that have been created in CRM. 

From this view, you can click on the plus sign (+) to create a new Single Appoinment.
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2. My Booked 1-2-1 Appointments Next 12 Months
This view will show all of YOUR BOOKED 1-2-1 Appointments. You can also view these on a Calendar view (details within the Appointments guide)

From this view, you can click on the plus sign (+) to create a new Single Appointment.
[image: ]
3. My Active Cases

Cases Owned by you that are currently open. 
From this view, you can click on the plus sign (+) to create a new Case.
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4. My Resolved Cases
Cases Owned by you that have been resolved (closed).
From this view, you can click on the plus sign (+) to create a new Case.
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5. My Emails Related to a Case

This shows all Emails received that are relating to an existing record. The system has determined that the email sent in is either connected to a case or a contact record. These are still new emails that need to be processed. 

If a student replies to an Email sent from a resolved case, the Email will appear here and the case will reopen. 
[image: ]

6. My Careers/EA Emails to be Processed
This view will show any emails that have been assigned to you that need actioning.
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Careers – EA View Dashboard

The 6 Views are:

7. My Available 1-2-1 Appointments Next 12 Months
This view will show all of YOUR available 1-2-1 Appointments that have been created in CRM. 

From this view, you can click on the plus sign (+) to create a new Single Appoinment.
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8. My Booked 1-2-1 Appointments Next 12 Months
This view will show all of YOUR BOOKED 1-2-1 Appointments. You can also view these on a Calendar view (details within the Appointments guide)

From this view, you can click on the plus sign (+) to create a new Single Appointment.
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9. My Active Cases

Cases Owned by you that are currently open. 
From this view, you can click on the plus sign (+) to create a new Case.
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10. My Resolved Cases 
This will be where all Resolved Cases will appear
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11. My Emails Related to a Case
This shows all Emails received that are relating to an existing record. The system has determined that the email sent in is either connected to a case. These are still new emails that need to be processed. 
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If a student replies to an Email sent from a resolved case, the Email will appear here and the case will reopen. 

12. My Careers/EA Emails to be Processed
This view will show any emails that have been assigned to you that need actioning.
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1. Dashboards

1.1 Locating your Dashboard

Each Department who use CRM will have their own dashboard, which acts as a 'home’ page:

The page should default to your dashboard when you log in and is called "Accommodation
Enquiries Dashboard’

#| 111 Click on the downward arrow next to ‘My Work'
112
Select the appropriate dashboard from the drop down:
Ak Microsoft Dynamics CRM v ¥ | WORKPLACE v boards
EPSAVEAS E% NEW ¢S CREATEENQUIRY » & REFRESHALL ik ADVANCED FIND
Accommodation Enquiries Dashb... v
w;s
Accommodation Enquiries Dashboard v
Advice Cases by Course/School/Faculty Jol
Applicant Day Attendance From (Object)
Applicant Day Capacities/Registrations
v
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