Configure Timeline

The ‘Timeline’ control is feature rich and can be configured differently for each entity form it is on by
the system administrators to personalize and enhance the user experience.

Navigate to new customisation area via Power Apps.

1. Goto PowerApps URL: make.powerapps.com

2. GotoData
3. Then Entities
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Now select the entity of the timeline you wish to configure.
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1. Inthis example we have selected the Account entity and then select the Form tab.
2. Timelines can only be added or configured on Main form types.

Add or remove a timeline from the form.

e The Timeline is a component, so you need to access Components in PowerApps to make
these timeline configurations.
e Once the Main form type has been selected the form customisation layout will appear.
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https://make.powerapps.com/

e Scroll down to Timeline component on the left-hand navigation window, then drag and drop
it into a section on the form. If the Timeline component is greyed out, it means the timeline

is already on the form.

e Toremove a Timeline component highlight it, then press Delete.
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Configuring the Timeline component

(D We've upgraded your form to show a high density header that difplays more data. You can edit this setting in the properties of the header. Learn more
Edit header density

New Account

Sommary  Deta

Awost there

Note Text

Timeline
Properties
Display options

Name * @

| Timeline

Records shown on page O

||0

Record types to show ©
Activities
Notes

Advanced

Record settings

Activities
Activity types
Appointment
Email
Fax
Letter

Phone Call

1. Inside the TIMELINE section is where the Timeline component is placed.

2. When the Timeline is selected, the Display options on the right of the customisation form

show, this is where configurations changes are made.
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Display Options
The records shown on the page can be altered.

Display options
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The default setting on the Records shown on page is set to 10, there is no limit to this.
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Record types shown

The prmairy record type are activities, notes and posts. These are enabled by default. Activites can
have many customizable sub-activty record types, these can be further customized under the
Activity section of the drop-down menu on the Timeline. Notes allow users to capture information
related to the entity record. There are two types of Posts, auto posts that are system generated that
notify you of account acitvity that has happend and user posts which allow users to leave a message
for another user on a record.

Enable or disable these record types to be displayed in the Timeline

Configuration View Display View
Display options
TIMELINE
Name * @

Timeline ¥ I

| Timeline | ]
Records shown on page (O ®.
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To enable the Record types to show for Activities, Notes and Posts on a form, check the box next to
the record type.

1. To confirm the record type is displaying on the form, click on the Create a timeline

record | (Create a timeline record icon) icon in the top right nav in the timeline and a drop
down menu will appear displaying the list of enabled record types.

2. When Activities are enabled you will see Activity record types for appointments, email,
phone calls, and tasks.

3. When Notes are enabled, you will see the Note record types on the form.

4. When Posts are enabled, you will also see the Post record types on the form.

The Timeline shows a simple icon before the activity, post, note, and custom entity, making it easy
for you to identify the record type. Dates and timestamps always appear on each record on the
bottom right of the preview and can be viewed at all times.
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The Advanced feature works across and is independent of all record types and is collapsed by
default. When enabling and disabling Advanced features you will not be able to view updates until
you save and publish your configuration updates and refresh the entity form.

Quick entry record type and sort order default

The following is a detailed overview of the Advanced configuration options starting with selecting
your quick entry record type:

Configuration View

- Advanced

Cuick entry record type o

~ Advanced | MNates
Quick entry record type (0 Naotes
u | otes - | Fosts
Sort default
o_" | L Descending | Sort default
B cnable filter pare ‘ | Descending
-] Expand filter pane by @ " Descending
L
default !
T Ascending
Enable search bar ()

ﬂ Expand all records by default

H Enable “What you've
missed” summary

@

1. Select Advanced to expand this feature in the configuration view. The Quick entry

record type provides you with quick access to create either a Note or a Post. The default
setting for this feature is set to Notes.

2. The Sort order default feature controls the order of how all data is sorted on the timeline.
The default setting for this feature is set to Descending.

Display View

Timeline + 7

£ Search timeline

Enter a note., Il *—o

Timeline + 7

L search timeline

Enter a post... M

1. When you select Notes it will display under the Search bar in timeline. Also, you will see a
paperclip icon which allows you to attach files. Note you can only attach files to Notes.
2. When you select Posts it also will display under the Search bar in timeline.
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The filter pane provides a quick option to sort and search for data quickly.

Configuration View

“ Advanced

Quick entry recard type (D

| Notes

Sort default

| 1 Descending

l Enable filter pane

Expand filter pane by m
default

0]

Enable search bar (2

B Expand all records by default

n Enable “What you've ®
missed” summary

Display View

TIMELINE

The Enable filter pane is enabled by default. To disable uncheck the box.

Filter activity types on timeline

It is possible to personalise and quickly filter activities, posts, and notes with multiple options. As
well as being able to filter standard activities, notes and posts, you can also filter custom activities
that are in the timeline.

When you select filters based on an activity status then those activities, notes, and posts are
displayed in your timeline. You can customize data using data filters and either choose to keep filters

in place or clear them when you are done.

When the Filter icon is transparent " on the entity form, it means no items have been

selected, therefore the filter pane is empty.

When the Filter icon is dark Y, it means filters have been set. To view which filters have

been selected, click on the  Filter icon and the filter pane will display showing which filters

have been set.

You can select how you want to filter data by checking the box next to the filter.

You can clear filters by using the Clear all filters U icon on the filter pane.

It is possible to filter be Record Type, Activity Type, Activity Status, Activity Due Date, Posts By and
Modified Date.

Record Type: -

Notes
Posts
Activities

Activity Type: -

Appointment
Campaign Activity
Campaign Response
Email

Fax

Case Resolution
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o letter

e Opportunity Case

e Order Case

e Phone Call

e Quote Close

e Recurring Appointment

e Social Activity

e Task

e Project Service Approval

e Booking Alert

e Conversation

e Session

e Customer Voice survey invite

e Customer Voice survey response
+ Custom activities (as configured by your administrator)

Activity Status: -

e Active
e Overdue
e Closed

Activity due date: -

o Next 30 days

e Next 7 days

e Next 24 hours
e last 24 hours
e last7 days

e Last 30 days

Post By: -
e Auto Post
e Users

Modified Date: -

e last 24 hours
e lLast 7 days
e last 30 days
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Expand filter pane by default provides quick access to sorting options within the timeline.

Configure View

< Advanced

Quick entry record type (0

Motes - |

Sort default

[ Diescending ‘

Enable filter pane

Expand filter pane by 0]
default

B erable search bar O
B Expand all records by default

Enable “What you've [0}
missed” summary

Display View

TRMELINE

Timalne

The Expand filter pane by default feature displays an expanded filter pane at the top of the form
anytime it is opened and refreshed. It is disabled by default. Enable or disable it by checking or

unchecking the box.

Enable search bar displays the Search bar in the timeline. It allows users the ability to easily search
for records, it searches the title or body and description fields, then displays the record for you.

Configure View

< Advanced

Quick entry record type @
Mates ]

Sort default

4 Descending - |

H Enable filter pane

Expand filter pane by o)
defaiilt

H Enable search bar () |

Expand all records by default

E Enable "What you've @
missed” summary

Display View

TIMELIME

Enable or disable the feature by checking or unchecking the box.
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Expand all records by default displays all activities in an expanded view in timeline.

Configure View Display View

< Advanced Tiraine + —E‘_o

Quick entry record type @

MNaotes

Sort default

+ Descending

H Enable filter pane

y Expand filter pane by ~
default O

H Enable search bar (D)

| Expand all records by defaukt

En.able ‘What you've 0}
missed” summary

To enable the Expand all records by default, check the box (or uncheck to turn it off). This sets the
default view to display all records in the expanded view format in the form each time the timeline is
opened. The Expand all records is disabled by default.

1. When enabled, the Expand all records icon is displayed in the top right corner of the timeline
nav.

2. Records can be expanded or collapsed by using the Expand all records icon. When expanded,
all records are displayed in the expanded view in the form each time it is opened. When you
clear the box next to the Expand all records feature it will no longer display activities in an
expanded view.

When disabled, the Expand all records icon will not display in the top right nav of the timeline.
Records will always be displayed in a collapsed view.
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Edit filter pane

You can configure the default filters that are applied when a form loads or is refreshed using Edit
filter pane. You can remove filter groups by toggling the setting to Off. Users can remove the default
filters to see all the records unless Enable filter pane is disabled.

~  Advanced

Quick entry record type (O

’ Notes ~ ‘

Sort default

Edit filter pane [ | Descending \,‘
Cefault filters will be applied an first load
Filters toggled off will be disabled in tmeline. Filter pane
~  Record type w On Enable filter pane

. Expand filter pane by
~ Activity type w On D default 0
~ Activity Status m On Edit filter pane

Additional settings
~  Activity due date Q On
Enable search bar (1)

" Modified date Q on D Expand all records by default

Enable "What you've
] i’ @

missed" summary

Cancel

Expand records with images in timeline

Record settings

It is possible to send and receive records with images, but they will now show when the record is
collapsed, they must be expanded.
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Timeline
&2 Saarch timeline

Enter a note..

@ S Mote modifiad by Kian Campbell
Contoso Coffee Co Fundrasing Campaign Kick Off

All \We are excited to announce the kick off of this year's annual fundraiser!

@ 7 Emall from Kian Campbell

Contoso Coffes Campaign Swag Options CRM:0001005

=
il

'WHAT: 50th Annual Contoso Coffee ...

TAZPM W

ANl Forgot to mention. please include the color of the swag bag you like the mast! Thank you again for your halpl .,

Chasad

020 4:30 P

@ £ Emall from Kian Campbell
Contoso Coffee Campaign Swag Options CRM:0001004

& This Email has been blocked due to petential y harmiul content.
View full Email content

Al
st checking in on everyone’s thowghis on the camgaign swag.
Pleass l=t me kniow if you have any questiars]

Klan Campbell

Campalgn Coordinator, PN\ nch

342 Main Stréet, Sulte SO0, Seattle, Wa 28007
[208] 434-5817 [ keampbe|| @ camaaign com

@ «

Clased

@ EF Email from Kian Campbell
Contaso Coffee Campaign Swag Options CRMD

Al This is just a gquick reminder to send in your vote for your choice of campaign swag.  Kian Campbell Campaign...
Closed Q2020 4328 PM W

Records when collapsed provide a visual summary. To expand an individual record, click
anywhere on the timeline record to expand and collapse a record view. In the bottom right
corner of the record there is a caret. If the caret is facing down (V) the record is collapsed, if
it is facing up (*) the record is expanded.

2. Records with images will quite often display a notice like.

o - & i " M "
&y This Email has been blocked due to potentially harmful content.

View full Email content

3. When the user clicks on the message the warning goes away and displays.

It is possible to Enable “What you’ve missed” summary in the timeline. It can help users stay on top
of updates and changes made to records by displaying the updates at the top of the timeline when

the record is opened.

Configure View Display View
~  Advanced TIMELINE
Quick entry record type & Timeline + 7 =
INates J=l
Sort default -
| + Descending | What you've missed X

u Enable filter pane

H Expand filter pane by o}
default

B enable search bar ©

E Expand all records by default

E Enitble "What you've @
rrissed” summary

MNew pasts (1)

KMS, Senna Building Gorsuch Place, London E2 8JF
020 7939 0740 www.kms-software.com

Updated: 26/02/2021



The Record types to show is tied to the Record settings which supports Activities, Notes, and Posts
in the timeline.

The Record settings allows you manage the settings within the record types.
e The Activities record type is tied to Activities in record settings.
e Notes record type is tied to Notes in record settings.

e Posts record type is tied to Posts in record settings.

To enable or disable a record type simply check or uncheck the box and that record type will either
display or no longer appear in the Record settings section.

Record types to show ® Record types to show ®

Activities Activities

Notes Notes

o—' Posts — o—- D Posts -

Advanced < Advanced

Record settings Record settings

v Activities ~ Activities

~  Notes < Notes

v Posts < .

Hiding or showing the Posts.

1. When Posts is checked in the Record types to show section, it is enabled in Record settings
section.
2. When Posts is unchecked it will be disabled.
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Configure activity record types

When you expand the Activities record settings on the timeline component section a list will display
showing all the activity types that can be either enabled or disabled on the entity form.

Configuration View

Recard settings

Actritios

Activity types

o—.
e_

Ceporounity Close

Owder Chorse

Fheone Call

Crsone Clase

Recurring Appointmesn

Sacial Activity

1. Expand and view Activities under the Record settings section using the caret (»).

2. Alist of Activity types is displayed in the expanded view.

3. You can enable or disable activity by selecting an activity type. In this example we
selected Email

To enable an Activity type, check the box next to Enable and select Done.
To disable an Activity type, uncheck the box next to Enable and select Done. This will grey out

all other items in the box and disable the activity type from displaying on the timeline. This also
disables the activity type from being created or viewed in the timeline.
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Display View
TIMELIMNE
Timeline T TE
A3 Search timelne B Activity

Erter 2 note, 0 Appoirtment

@ [ Task modified by Kian Campbell
Camioee Cottie Co Fendraiser % Phooe Call
The ™ Anmal Tontoss Coffes Co Fundraier i bidking off this week| .
e [ Task
Nzt

o 55 Emad from Kian Camphell
Mend heacroust from teams Q—o

Slocad

1. When enabled, an Activity type will appear under the Create a timeline record * .
2. The activity type will be displayed as an option the user can choose from the drop down.
3. Also, the Activity type record is displayed in the body of the timeline.

Enable status tags on activity record types

Status tags match the status filter that display in the timeline to help users see at a glance the state
of an activity record whether it be Active, Overdue, or Closed on a task, appointment or email.
Admin can enable or disable status tags for any Activity type in the Record settings. Status tags are

enabled by default.

Configuration View Display View
Riresed settings Timeine ¥ =
- B Actwity
S ACVIThES d
ATty Bypes b Appaintmart
5 Email
Apgaintment Q) O Tk ot by Kian Carlal !
Email Zontoso Cofles Co Furdraer - Phane Ca
Campaign Aiivity The 50° Aenual Contosn Caffee Co Fundratser i kicking off this week!
Bl Task
. Astrer
Cans  Rgresfeid nable
e B enatie O @ 5 reots moctid by Kian Campoa  Note
- -
Enable status tag 0 .
Fise B create directly from timeling (0 o
e 2 Task moddified by Kian Camgball
Ciis Resclulion 'O ] Wote on Furdra er Swag Gifts
Select form
- - Baspand by Thursday, 10012000
Listtar Default
Opportunity Clase @
Diciar Clane
Cancel §
Fhane Call P _ °

TR

Check the box for Enable status tag to display email status tags. When enabled, status tags Active,
Overdue or Closed will appear in the timeline next to that activity record.
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Enable the feature to create directly from timeline

A way of streamlining productivity is to enable the ability to create activity types directly from the
timeline.

Configuration View Display View

Receed satrin —
o Tisaling T OE

AcKivities - E Sk

Actiity ypes

Email

B totie © Contoa Coffer Co Fundraiser Pheang Cal
nable L The 50¢* énsaal Cantose Dofee Co Fendvalser is kcking aff this wee k.

Actve. &l Task

B trabte status tag O

Foasponia
@ % Hote maod
_ B create directy from timetine () Fundraisar Sy
Wwhat coloes do
Facx

Select form (0

by Kian Camgpball w Hote

4% Bt et in? A7 Past

Default

Cancel

To enable this feature check the Create directly from timeline box. When enabled, the activity type

will appear in a drop down box. Use the } icon in the top right to create the activity. The item to
remember is to make sure the appropriate form (quick create / main form for that activity) is added
to the PowerApp that is used.

Create and use card forms in timeline

Records are displayed using the default setting for each activity type. However, if you want to
display record information for an appointment or email, for example, you can either edit the existing
card form, use a different card form from record settings, or customize your own.

Configure View Display View
Recard urtting:
Email =
Activities -
AciMty types B cnoble O
Appainmee B enabie stanus tag O

B create directly from timeline (0
Selazt farm (i} B
Default

Default

Email Card form |

It is possible to change the default card settings to a different card form. If you create a new card
form, you must go to the parent entity and add the new form of card type there before it will appear
in the timeline list.
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Customize a card from within the timeline

All card forms have 4 different sections.

Saluticn: Default Solution

Froarn; Email

0

ColorStrip Section — does not show on the timeline record.

Header Section — is displayed on the timeline record, but only the first 2 fields are shown.
Details Section — is displayed on timeline record, but only the first 3 fields are shown.
Footer Section — does not show on the timeline record.

Entity Fields — it is possible to drag fields from here into any of the 4 sections.

vk wnN e

Each individual card form can be customised for each activity record.
Header Section

The card Header displays the title/subject in your timeline email form. It is possible to add up to 6
fields in this section, only the first 2 show in the timeline record. Useful to remember all empty fields
will be ignored by the form in all sections.

Configuration View

Field 1 — it will appear as bold header at the top of your timeline record. Field 2 — this field will
appear in the bottom right corner of the timeline record.
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Display View

Timeline
;c Search timpline

Enter a note...

@ 3|Team Building Announcement |
Alex Simmons
Susanne Schustin

Active

Field 1 from the card header is always displayed in this section. Field 2 will show here.
Details Section

The card Details section displays in the body of your timeline email record. It is possible to add up to
4 fields in this section, only 3 will show in the timeline record.

Configuration View

o[

P Ep— —]
-

The Card Details will appear below the Header field selected.

Field 1 — acts as a sub-header on the timeline record. Field 2 — will only display one line of text in a
summary view on the timeline record, but when you expand the timeline record you will see the full
content of the field. Field 3 — this will appear below Field 2, this will only show when the timeline
record is expanded.
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Display View

Timeline + T M

£ Search timeline

Enter a note ]

=% Team Building Announcement

@

Set date in the Sort activities by section

Sucanne Schustin

AcTive TAA0/2020 450 P

CZ Teamn Building Angouncement A, B, B [@

Alex Simmans
[Susanne Schuskin |

Hi Alex

The Cantoss Coffee Co has proposed a team
bauilding event for late sumimer. We are
interested in your team’s thowghts and
suggestions on what they would be interested in

We will be sending out an email survey later in
the week. Could you please forward this to your
team.

Alsc - if you knew of any good places where we
eould arder some nice fun team gifts and prizes
for the event please et us know!

Thank yeu for your help!

ain Carnplell

Artie FR20 2020 450 P

W

The order you see your data in is important, it is possible to set a default date sort setting for

Activity types in Record settings. The default is Last Updated in ascending order.
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Rezand nrttings
Activigies
Arthity fyper
Agpirmmers
Camgaign Actieiny

Campalgn Resporas

i e

Phwares Cal

Chuale Ol

Arcureing Apgonlmenl
Soclal bcthdby

Taak

Daba Craated
Mot Yerece Aproval
= A Date Delrvery Last Attemipted

Bocking Aler . _
[ate Sent
Cosveriation
Dalay activity procassiee] untl
Seumicn

Cuntamer &

CLtamar Vodos surasy repon.
Sort acthities by (T}
o—r A | Zort Dt
Lirik Uipedated ¥
Srark Dt
Traali stfiies kg L At

s g o Duats Created

1. The Sort activities by — allows you to control how data is sorted in the timeline.
2. This shows a lists of fields you can choose to sort your data by.

Set create activities form type in timeline

Sart acthities by (1)

Last Updated

Croate acitivties using J Chuick create form
d
Cluick <reate farm "

Kain fomm

1. The Create activities using feature allows you to choose which type of form you want to
open.

2. Quick create form appears in a model on the right. Some activities do not support quick
create. Main form navigates you to the activity entity main form.

Set the activity rollup type in timeline

The activity rollup type can be configured for timelines on forms for the Account, Contact and
Opportunity entity. The available types of rollups are Extended, Related, and None. Activity rollup

KMS, Senna Building Gorsuch Place, London E2 8JF Updated: 26/02/2021
020 7939 0740 www.kms-software.com



only affects accounts and contacts in CRM applications. To only show activities that are directly

related to the entity in timeline, select None.

Sort activities by ()

‘ Last Updated Y ‘

Create activities using 0}

‘ Quick create form s |

Activity rollup type ()
‘ Extended e |

Extended

Related

Nane

Timeline performance

Only enable the activities that you need on this form. If you select more than 10 Activity types, a
warning notice displays to let you know that the number of activity types you have selected impacts
the performance speed on your timeline. To improve timeline performance speed, consider limiting

activity types to 10 or less.

Record settings

-~ Activities

Activity types

Selecting more than 10 activity types will
slow down your timeline.
Right now, you have 15 selected.

Appointment v

Notes on timeline

Configuration View

Record settings

~ Activities

~  Motes

Sort notes by @

Madified On

URL

Rich text editor configuration

“  Posts
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The Notes section expands when enabled and allows you to:

1. Sort notes by date created or date modified.

2. Itis possible to add a relative web resource path in Rich text editor configuration URL field for
customized note capability.

Display View

TRRAELINE

Tiraine T =

o Forl - Ge o~ B I #= . 4 ‘_o

1. When enabled, notes can be added via the Create a timeline record } icon.
2. Adropdown will appear where you can access Notes.
3. Use the Notes feature to create a note to add to a record using rich text editing.

Posts on timeline

Configuration View

Record settings

= Activities

~  Notes

~ Posts

Sort posts by w

Created On

The Posts section expands when enabled and allows you to Sort notes by date created or date
modified.
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Display View

TIMELINE

1. When enabled, posts can be added via the Create a timeline record } icon.
2. Adropdown menu displays and you access Posts.
3. Use the Post feature to create a post to add to a record.

When date Created On is used to sort posts on the timeline, the location in the timeline remains
constant even when there are responses to that post.

When date Modified On is used to sort posts on the timeline, the location in the timeline adjusts to
the top when there are responses to that post.

Save and publish timeline updates and changes

Before you can view any configuration changes on the entity form, you must save and publish your
updates first on the timeline component.

1. Before you can publish, you must Save any changes made in the timeline component.

2. Once your configuration changes are saved, you can Publish. Timeline updates are now live
in your timeline environment and can be viewed.
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