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Scheduling – Searching 

 On the Search tab, you can set a date range to search and enter a keyword to 

search. They are combined together. If you want to look at all of your events, 

click on the All button next to the date range. This button sets the date range to 

the maximum range that is necessary to view all of the appointments.   

 

 By typing into the search field, you can search for words in the “Description” field 

of the event.  If you are looking for an event that had the word “drainage” in the 

description, you would type in “drainage”.  Unlike some of the type-ahead 

searches, this search field requires that the whole word be entered before the 

search will begin.  

 


