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Once a technician has been scheduled for a service call in AutoTask, the time of the service visit will be 

displayed in the Dispatch Calendar. 

(If you don’t know how to book a service call, please refer to the following link to watch the 

video and read the document: https://mtheoryu.com/courses/autotask-tutorials/lesson/how-

to-book-a-service-call-in-autotask/) 

Important Note:  Only calls that have been booked with the Service Call feature will be displayed in the 

dispatch calendar. (I.E., make sure the HD person is booked before you move forward) 

The Dispatch Calendar in Autotask shows the dispatch schedule of any of its registered onsite 

technicians.  To view the calendar, go to Calendar and select Dispatch Calendar. 

 

The Dispatch Calendar appears. 

https://mtheoryu.com/courses/autotask-tutorials/lesson/how-to-book-a-service-call-in-autotask/
https://mtheoryu.com/courses/autotask-tutorials/lesson/how-to-book-a-service-call-in-autotask/
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To begin, choose the resources dialogue box. 

 

Select the name of the technician whose calendar you wish to view. 

 

All technician appointments will appear on the dispatch calendar. 
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Important Note: Technician appointments will appear on the dispatch calendar only if the appointments 

have been made with the “Service Call” feature in the initiating ticket. 

 

The calendar will allow you to view multiple technicians at the same time: 
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You can select the number of days you wish to view, or scroll back and forth between weeks of the 

calendar. 

 

To view the notes of the ticket, hover over the appointment in the calendar. 

 


