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Office Intro - Users Guide

Launch the application
Launch the application either from the desktop icon
or from the Windows Start > All Programs list.
If a permanent license is installed the application login screen will be displayed, otherwise a licensing
screen indicating the licence type, status and options will be displayed. Select the required option
and press continue.

The next screen will ask you to input your Login Name and Password. Unless you have changed this
in settings, the default Login Name is Admin and the default Password is Admin. The next time you
login, the application will remember and automatically populate the Login Name but will require you
to enter the password again.

Office Intro will now launch. To maximise the application for your screen either double click the top
window border of the application or click the maximise button (between minimise and close) on the
top right of the application.

Issue 1.4 July 2014

Office Intro powered by CommSoft RMS

Page 3 of 17

Office Intro - Users Guide

The Today Screen
The default home screen will be the ‘Today’ screen

The Today screen shows four charts representing call totals that day (i.e. since midnight) by site,
extension, trunk and department. Departments can be created and extension users allocated to
them via System Settings explained later in this guide.

Updating the Today Screen Charts
Please note that the Intro product doesn’t automatically update the charts.
To update the charts, simply press the Reload button on the toolbar at the top.
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Customising the Today Screen
The Today screen on the Intro can be altered though the changes available are limited.

Deleting Charts
It is possible to delete charts by clicking on a chart to select it then pressing the Delete button at the
top.

Adding Charts
It is possible to add charts by double clicking on the chart required within the Available Charts tree
on the left hand side of the application.

Changing the appearance of the Charts
To change a chart, click on it to select it then choose an option from the Chart Types drop-down box
displayed below.

Functions that are not available within Intro will display the above dialogue window.
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Running Reports
To run a report, select the Reports section from the buttons on the bottom left

The Reports section will open showing the reports available

To run a report, either double click the report required, or highlight it and press Run Report
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Previewing Reports
Clicking on the Preview link to the right of each Report will open a new window containing
information about the report and an image showing how it will look when generated. Close this new
window to return to the Reports page.
Note: This section is generic to the whole range of Office Solutions products therefore may contain
Reports not available within the particular product being run. Speak to your telephone system
supplier to find out more about the range of Office Solutions products available.

Clicking on the Report List Book Icon at the top of the Contents Tab will display Reports sorted by the
application they are available within. By upgrading to the following applications you would gain
these additional Reports
Office Xpress – All reports listed under Call Reports
Office Pro – Call Reports plus all additional reports listed under ACD Group Reports
Office Campaign - Call Reports plus all additional reports listed under Contact Management Reports
Office Enterprise – Call Reports, ACD Group Reports plus all reports listed under Network Reports
Office Voice – Call Reports plus all reports listed under Recorded Call Reports
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Filtering Reports
When you run a report you will be asked to filter it to display the information you require

The first tab at the top of the filter window allows you to select the date range of the report. By
selecting Week Ending it will report on a period covering the last 7 days and Month Ending will
report on a period covering the last 30 days. To report on a period between two dates, select User
Defined and select your start and end dates

Selecting and setting time range and days to report on will further narrow down the report data to
specific times during the days and specific days only.
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Running a quick report to screen
Once you have selected the date range above, you can simply run the report to screen by pressing
Print to Screen

The report will then be generated and displayed on the screen as below.
The icons on the top will allow you to save or print the report, zoom in and out and move through
the pages.

For other output types of reports see:
Running a Report to a File
Running a Report to a Printer
Sending a Report to an Email Address
Which are detailed further on in this guide.
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Filtering Reports by Call Styles
You can choose which types of calls are reported on. Simply check the boxes for the type of calls
required. If no boxes are checked, all call data will be included.

Reporting on calls to or from certain numbers
You can filter the reports to only shows call to or from certain numbers, looking for either complete
or partial matches, and in addition you can select certain numbers to exclude from reports. Simply
type in the number and press Add next to the include or exclude boxes dependent upon whether
you want that number included or excluded from the reports. Partial match numbers, i.e. area
codes, shown be appended with %%.
In the example shown below, only calls to and from 0207 100200 and any calls to or from numbers
starting 01344 will be reported on until you press add to include calls to and from 0207 100201.
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Additional Filters
You can also select the Filters tab and select filters for cost, duration or ring time.
The typical filters chosen on this screen would be for choosing specific users extensions to be
included within the report. By selecting this option a report will be generated for Individual
extensions, clicking on the Binoculars to the right of the field will bring up an extension list of all
users. Clicking a single user, Ctrl-clicking to select multiple users or Shift-clicking for a range of users,
allows you to customise the report as required. Once you have selected the required extension
users, press OK.
By default the Generate report for: will have the All option selected, which will report on all
extensions within the system.
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Running a Report to File
To run a report as a file and save it to a folder location either on a local machine or across the
network, select save to file from the Output tab. Ignore any error message that states ‘File Location
not set’ by pressing OK, which will lead you to the output screen.
Select Report Destination as File from the drop-down options, then click browse to select the
location you want the file saved to, enter a file name then select the file type from the drop down
selection.
Press Save.

Note: If you tick the option box ‘Exclude date/time stamp from scheduled report filename’ the
report will write over itself every time it runs. If you leave it unchecked, it will create a new file each
time and append the file name with a reference.

Issue 1.4 July 2014

Office Intro powered by CommSoft RMS

Page 12 of 17

Office Intro - Users Guide

Running a Report to a Printer
To run a report to your default printer, simple press Print to Printer, or go to the Output tab then
press Print to Printer

Sending a Report to an E-Mail address
To send a report to an e-mail address or group of addresses, select E-Mail from the drop-down
selection on the Output tab, then enter the recipient’s e mail address and press add. Multiple e-mail
addresses and group addresses may be used. This feature is normally used in conjunction with ‘Add
Schedule’
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Setting a Schedule to automate the running of Reports
Once the filters required for a report are set, you can schedule it to run on a regular basis. This is
most commonly used for reports saved to file or automatically being sent by e-mail. Ensure you have
set all the filters including output type before selecting Add Schedule. On this screen you will need to
enter the name of the report, how frequently it runs, the time for the report to be generated, (in this
example it will run daily at 21:00hrs from the 8 th August until the 8th September), the start date and
the end date. Once you press Schedule at the bottom, it will be saved to your Scheduled Reports.
Multiple Scheduled reports can be set up.

.

Issue 1.4 July 2014

Office Intro powered by CommSoft RMS

Page 14 of 17

Office Intro - Users Guide

Reviewing your Scheduled Reports
You can see all your Scheduled Reports by selecting the Reports Tab then clicking on Scheduled
Reports from the tree on the left hand side or by pressing the Schedule Reports Button. Right
Clicking on a Report will allow you to view and edit a saved scheduled report.
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System Settings
The systems settings button doesn’t display by default. To make the button visible drag the
horizontal bar up to allow room for the system settings button to be displayed as shown below.

Drag the bar up to reveal the System button (as above) or click the system icon shown above left in
orange.

Alternatively you can select the System tab from the top.
From within the System tree you are able to create Departments and add extension users using
either Right Click or selecting Add or Edit from the buttons at the top. This will allow you to report on
groups of extension users belonging to any named departments that have been set up.
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Setting up the outbound email server details
In order to send reports as e mails, first the outbound e mail server details must be entered. Click on
options on the top menu, then e mail settings and e mail server to enter the details. Contact your IT
department if you are unsure of the information required (Gmail is shown as an example).
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