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Overview

Looking to get more familiar with the new NeoLight theme? Look no further! This page will review all of the major
navigational changes between Classic and NeoLight.

This article will review:
o Settings and Navigation

Navigation Menu

Details Pages

Calendar Tooltips and InfoZoom

Settings and Navigation

Users can switch between themes by clicking the gear icon in the top right corner next to their user name. This will
take them to their Preferences page where a dropdown menu allows the switch betweenNeoLight and Classic.
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Navigation Menu

A Few Items Have Moved

The following items can now be found in the navigation menu:
e Calendar
e Contacts

Reports

Appointments
Help
Store


https://serviceminder.knowledgeowl.com/help/navigating-the-neolight-theme#settings-and-navigation
https://serviceminder.knowledgeowl.com/help/navigating-the-neolight-theme#navigation-menu
https://serviceminder.knowledgeowl.com/help/navigating-the-neolight-theme#details-pages
https://serviceminder.knowledgeowl.com/help/navigating-the-neolight-theme#calendar-tooltips-and-infozoom

My Schedule
Calendar
Contacts
Texting
Reports
Appointments
Shortcuts [
Snapshots

Administration

Help!

Store

Other items from the top menu have moved into the Tools section of the Control Panel:
e Maps
e Campaigns
e Marketplace

Control Panel

Tools
Automations Campaigns Checklists
[ J Automation tools. m Manage your campaign tracking, /—  Manage your checklists.
° campaign budgets and email _—
V —
[ ] | campaigns. -

Categories, Tags and Labels

Manage your contact categories,

tags and phone number labels.

MailDrop

Get your MailDrop email address.

Recurring Billing
Manage templates for recurring
billing templates.

TaskBoards
Manage your TaskBoards.

Custom Fields

Manage your custom contact,
appointment and proposal line
fields.

Feedback+lIssues
Manage Feedback+Issues
settings.

Maps
View contacts, appointments and
more with Maps.

MarketPlace
Browse our optional Add-ons and
many integration partners.

Report Subscriptions
Subscribe to weekly/monthly
versions of brand-level reports.

Time Clock
Manage your Time Clock.

Routing
Manage route settings and
monitor usage.

Two-way Texting
Text message settings.

Choose which organization you are working in using the dropdown menu at the bottom of the menu:




Add a Contact []

Store

Bob's Handyman - Plano

Navigation Menu Features

e Expand and Collapse menu sections
e Bookmark frequently visited pages
e DragandDrop to reorder menu items
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Details Pages

Collapsible Details

Contacts and Appointments details pages have the ability to collapse information for simpler viewing.



Scheduled Appointment ICsncel] Ihcliuns-| [Tlmeline]

Contoct Stacey Fakename & Prirmary Phone (303) $02-2700 |
Service Example Service Where 5478 Main Street | Austin, TX 78703 & | Copy
Scheduled Start Wednessay. Octaber | at :00a [ Confirmed Service Agent AlB, Right
Scheduled Duration 30 mins Actusl Start Mot started
Quanfity 1

Details

Examplo Service This sarvice ke Been cannct be tased, 1 $0.00 $0.00
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Custom Fields Above the Fold

When creating custom fields, you can choose whether or not you want it displayed "Above the Fold." Displaying it
above the fold will mean you can see it without having to expand the details section.

Create a Custom Contact Field

Name*

—

Example Custom Field ]

[®] Active?

[=] Required?

Order*

I

Category

None V¥

IEShow above the fold on details? I

Field Type*
Actions Menu

Details pages for Contacts, Appointments, Proposals, and Invoices now have an Actions menu at the top of the
page. This replaces the dark blue toolbar that used to be located at the bottom of each details page.

I Edit l ’ Delete l | Actions v | ’ Timeline I
Inventory —
Email

Add Task
Invoice
Recurring Billing
Drip!

Copy Contact

Open lssue

Find the following actions on each page:



e Contacts Actions

o Inventory: Adjust part counts for that contact

o Email: Send an Ad Hoc email to that contact

o Add Task: Create a Task connected to that contact

o Recurring Billing: Initiate a Recurring Billing plan for that contact

o Drip!: Start a Drip Campaign for that contact (requires the Drips add-on)

o Copy Contact: Create a duplicate record of that contact

o Open Issue: Open an issue to track with that contact (requires Feedback & Issues add-on)
e Appointments Actions

o Email: Send an Ad Hoc email related to that appointment

o Print: Print the appointment details

o Add Deposit: Add a deposit to that appointment

o Add Tip: Add a tip to that appointment

o Quick Finish: Finish the appointment using the scheduled start and finish times

o Invoice: Generate an invoice manually from that appointment

o Send: Send the automated email template for that appointment

o Copy: Duplicate that appointment

o Open Issue: Open an issue to track with that appointment (requires Feedback & Issues add-on)
e Proposals Actions

o Send: Send the automated email template for that proposal

o Email: Send an Ad Hoc email related to that proposal

o Change Order: Create a Change Order to add or remove items from the proposed job

o Add Deposit: Add a deposit to the proposal

o Invoice: Generate an invoice manually from the proposal

o Add Appt: Add an appointment to the proposal

o Add Task: Create a Task connected to that proposal

o Checklist: Attach a checklist to the proposal

o Bid: Create a bid to send to subcontractors

o Bundle: Create a bundle of proposals to offer choices to the customer

o Copy: Duplicate that proposal

o Open Issue: Open an issue to track with that proposal (requires Feedback & Issues add-on)
¢ Invoice Actions

o Send: Send the automated email template for that invoice

o Email: Send an Ad Hoc email related to that invoice

o Split: Split the balance into multiple invoices

o Fin Chg: Create afinance charge for delayed payments

o Copy: Duplicate that invoice

o Open Issue: Open an issue to track with that invoice (requires Feedback & Issues add-on)

Calendar Tooltips and InfoZoom

Hover your mouse over an appointment to see a tooltip appear. Click on that tooltip to see an expanded InfoZoom
text box. Both of these options provide quick ways to review additional details about appointments on any view of
the calendar.
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Customize the information in these tools in Control Panel > Scheduling > Presentationusing Shortcodes.

Default Tooltip Template

{contact.name}
{contact.address1}
{contact.city} {contact.zip}
{service.name}
{appointment.date}

Default InfoZoom Template

{contact.name}
{contact.phone}
{contact.address1}
{contact.city} {contact.zip}
{service.name}
{appointment.date}
{service_agent.names}



http://serviceminder.knowledgeowl.com/help/shortcodes

