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Chapter 1  -  Starting Voyager Commercial  

Getting Started  

1.  To ope n Voyager, double click the Voyager 3.0  Client  icon on your desktop   

2.  Or click  and Click  All Programs , Click  Voyager Software , Click Voyager 

Client  

3.  Or for Vista Users click  and select All Programs, Click Voyager Software, Click 

Voyager Client  

The f ollowing Screen will appear:  

 

¶ Enter your initials and password.  If this is t he first time you are logging on, your 

password will default to your initials .  You will also be warned to change your 

password for security.   The system will remember the initials of the last user 

who logged into Voyage r on your workstation  

¶ Click OK  or pr ess Enter  on the keyboard, and the system will complete the log in  

? If an error occurs you are logged out of Voyager Professional automatically, when you log on next time 

you will get a message stating Voyager Professional terminated abnormally.  Click ye s to reset the login 

account.  This will clean up any problem s that may have occurred previously.  

Start Up Tips  

If tips are enabled on your system, the tip of the day will pop up every time you log in to 

Voyager.  These can be useful to read, as they can o ften tell you about shortcuts you didnôt 

know about or had forgotten.  

 

 

 

¶ You can scroll through the tips using the Last Tip and Next Tip  buttons  
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¶ If you do not want the tips to show every time you log in, then untick the Show 

Tips on  Startup  box  

¶ Click Clo se to continue.  Click the Utilities  Menu in any screen an d select Show 

Start Up Tips  to access the tips at any time  



 

 

Notes:
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Chapter 2  -  The Diary  

When V oyager opens, it defaults to the diary screen, which has several sections, each 

indicated by a different coloured  tab.  

Day Planner  

This is the default tab that is displayed when Voyager opens.  It shows the events  for the 

current day on the left hand side with the notes for the selected event at the bottom .  On the 

right hand side of the screen are all the  tasks that  need attention  and  the notes for the 

selected task at the bottom . 

 

Diary Events & Tasks  

Diary events are entries that have dates and times, while tasks do not .  Diary events are 

visible only on the corresponding day or week, but tasks are visible all th e time until they are 

deleted . 

The Day Planner  Toolbar  

  

 

The toolbar consists of the following:  

¶ An on/off  button to view all the events for the this  week  

¶ An on/off  button to  view even ts that are marked as completed  
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¶ A Print Diary Reports  button to view and print reports.  (See Chapter o n Reports 

for more information)  

¶ A Calendar  button to select any day in any month of any year  

¶ Arrow buttons to scroll  back and forth a day at a time  

¶ An Import/Export button to synchronis e your Outlook  Diary/Palmtop with 

Voyager  

¶ A Today  button which reset s the screen to the current day  

¶ A New Diary Event  button to add new diary events  

¶ A t ick box to view completed tasks  

¶ Priority Arrow buttons, to ch ange the priority of tasks  

¶ A New To -Do butt on to add new tasks  

Adding a Diary Event  

Click  on the toolbar to add a New Diary Event   

The following screen will appear:  

 

Enter the date, time s (use the 24hr clock) and a description.   I f you double click the date field, 

todayôs date will be inserted, or you can click the calendar  button to select any day in any 

month of any year.   You can also use the [ + ] and [ - ]  buttons on your keyboard to scroll 

through the dates one day at a time, or right click on the field to see the calendar.  

There are three typ es of event you can add:  

 

¶ Standard ï Entered into your diary in black text, but is visible by othe r users if 

you give them access  

¶ Public ï Entered by one user, and appears in  red text in all usersô diaries 

¶ Private ï Entered into your diary in blue text, an d c annot be seen by any other 

user  

 

To add public or private events, c lick the respective tick box  



Voyager Commercial 3.0  User Manual Version 1  

14   

 

 Copyright © 2008 Voyager Software Ltd.  All Rights Reserved  

 

 

You can also set an alarm pop up to remind you of events, by ticki ng the alarm  box and setting 

the number of minutes before the event time you want the al arm to pop up:  

 

Add any notes into the notes field, and if you want to add the event into another userôs diary, 

select their name from the drop down list.  Please note, you must have access to their diary to 

use this function , an d you can only add an eve nt to one diary at a time . 

Any other even ts already entered for the date  selected will be shown in the Current Events 

box.   Please note that Voyager does not prevent multiple events with the same date and time.  

 

Click Add  to insert  the new event in the dia ry  

Alarms  

 

When an alarm pops up, you can either snooze it for up to an hour by clicking on the snooze 

button, or reschedule the alarm by clicking the reschedule button which will open the event 

where you can change the details.  

To dism iss the alarm clic k OK   

Adding Recurring Events  

You can add events that happen more than once, by ticking the Recurring  tick box and then  by 

setting the frequency of the pattern.  
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You can set the event to occur every so many days, weeks or months, until a certain date or 

after so many occurrences.  

Adding Multiple User Events  

You can add an event into multip le usersô diaries by using the Ctrl and click method.  This 

means you can select specific users, unlike the public events which add the event into all 

usersô diaries. 

To select the users you want, click the n ames in th e list while holding down the Ctrl  key  on 

your keyboard  

You can  also use the Shift click method.  

 

Only users who have given you Access Rights are displayed here.  

Editing/ Deleting Events  

When editing/ deleti ng you can choose the Event or the Series . 

¶ Right  click the event , and choose an option  

 

Completing and Deleting Single Events  

Once you have finished with an event, you can either mark it as complete, to keep it in the 

history, or delete it from the syste m altogether.  

Right click the event and select either Mark as Complete d or Delete  

 

When marked as complete, the event will get a tick against it.  You can hide completed events  

by taking the tick out of the Show Complete  box on the toolbar.  

Import/Export  Diary Entries to a PDA/ Outlook  

On the Day tab you can now export Diary Entries, Client and Candidate shortlists and 

individual Client/Candidate details from Voyager directly into Outlook or a PDA.  You can also 

Import your Diary entries created in Outlook  straight into your Voyager Diary using the new 

Import/Export icon on the Diary screen.   

To Switch on Outlook/PDA Import/Export  
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¶ Click Options  

¶ Click Advanced, Click User Admin  

¶ Click  

To Export  

1.  Click  

  

2.  Select which diary events you wish to export  

 

3.  Sele ct which Candidate/Client shortlists you wish to export to your contacts in Outlook 

(these shortlists are your Ad hoc searches) and click  to add them  

¶ Click this button to include  or exclude  rejected Candidates from the 

Export  

¶ Click  to sort your shortlists 

alphabetically  

4.  Click  or  to select individuals from your Voyager 

database  

5.  Click  to begin export, you are promoted to start this procedure now  

¶ A message shows you whether your events have been exported successfully  

 

To Import  

 
















































































































































































































































































































































































































































































































































