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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 Pro 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. 
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The Today Screen 

¢ƘŜ ŘŜŦŀǳƭǘ ƘƻƳŜ ǎŎǊŜŜƴ ǿƘŜƴ ǎǘŀǊǘƛƴƎ hŦŦƛŎŜ tǊƻ ǿƛƭƭ ōŜ ǘƘŜ Ψ¢ƻŘŀȅΩ screen. In default, the screen 

will show four charts however it is possible to choose the graphs you want displayed, what they 

show and how they look. It is also possible to swap the position of charts and increase or decrease 

their width.   The Today screen resets at midnight every day (unless changed in system settings) and 

provides information about what going on in your telephone system for that day.  

 

 

Customising the Today Screen 

The Today screen in Office Pro can be altered to fit a wide range of analytical requirements.  

 

Deleting Charts 

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

It is possible to add charts by double clicking on the chart required within the Available Charts tree 

menu on the left hand side of the application. The list below shows the Pro charts available.  

 
 

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. 
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Chart Filters 

It is possible to apply filters to certain charts displayed allowing you to select, for example, which 

extensions or departments are displayed on the charts. Simply click on a chart to select it then right 

click and select filters.   

 
 

Advanced customisation  

Advanced customisation of the Today screen beyond the simple addition and deletion of charts, 

changing colours and changing chart types can be effected by clicking a chart to select it then right 

clicking to select chart or series properties. Alternatively click the buttons on the menu bar. 



Office Pro ς Users Guide 
 

Issue 1.4 July 2014 Office Pro powered by CommSoft RMS  Page 10 of 76 
 

 
 

 

Selecting chart properties (or clicking the 

properties button on the menu bar) will 

launch an advanced options window 

allowing you to edit many of the chart 

properties, i.e. everything from the x and y 

axis outwards. 

 Selecting series properties (or clicking the settings 

button on the menu bar) will launch an advanced 

options window allowing you to edit many of the 

data series properties, i.e. everything from the x 

and y axis inwards. 

 

 

Saving and loading profiles 

Today screens will have their layout saved to the main database on a per username basis however it 

is possible to save a profile to the database so it can be loaded by someone else who also wished to 

use it. Clicking on the Office icon (3 cubes) on the top left of the application will open a menu to 

allow you to save and load profiles. 
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Additional Today Screen Features 

Located at the top right of the Today screen is a small panel of buttons providing additional Data 

features.  

Calls Today 

 

 

 

Calls Today will display details of all the calls for that day. This data can be sorted by clicking on the 

column heading of the item that the list needs to be ordered by.  The list is sorted by the times of 

the calls when the screen is opened, however clicking on Call Style will order the list by call styles 

such as incoming, outgoing, etc. Likewise sorting by Ring Time would display the list in either 

shortest to longest ring times or longest to shortest.  Repeated clicks on the column heading reverse 

the sort order.   

 

 

Note: ¢ƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ¢ƻŘŀȅ ǎŎǊŜŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨwŜǘǳǊƴ ǘƻ ¢ƻŘŀȅ tŀƎŜΩ ƭƛƴƪ ƻƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘΦ 
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Returned Calls 

 

 

 

¢ƘŜ ΨwŜǘǳǊƴŜŘ /ŀƭƭǎΩ ǎŎǊŜŜƴ ǊŜŦŜǊǎ ǘƻ ŀōŀƴŘƻƴŜŘ ƛƴōƻǳƴŘ ŎŀƭƭǎΦ /ŀƭƭǎ ǿƘŜǊŜ ǇŜƻǇƭŜ ƘŀǾŜ ŎŀƭƭŜŘ ƛƴ ōǳǘ 

given up and hung-up before the call has been answered. The abandoned calls will be displayed as a 

list and will be coloured either red or green. The red indicates a call back is required. The green 

indicates the caller has both been called back and been spoken to, or the caller has subsequently 

called again and this time been answered, therefore not requiring a call back. The data can be sorted 

by column by clicking on the column headings. 

  

 

 

 

Note: ¢ƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ¢ƻŘŀȅ ǎŎǊŜŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨwŜǘǳǊƴ ǘƻ ¢ƻŘŀȅ tŀƎŜΩ ƭƛƴƪ ƻƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘΦ 
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Setting up abandoned call email alerts (Alarms) 

The application can be set to send email notification of abandoned inbound calls at either DDI, 

Extension or Group. These notifications can be sent to individual recipients or a group. Multiple 

different notifications can be set.  Note:  Unless the outbound email server settings have been set in 

Options, the abandoned call notifications will not be sent. For instructions on how to enter these 

settings see  Ψ{ŜǘǘƛƴƎ ǳǇ ǘƘŜ ƻǳǘōƻǳƴŘ ŜƳŀƛƭ ǎŜǊǾŜǊ ŘŜǘŀƛƭǎΩ 

 

 

 

To set up an email notification: 

�x Click on System toolbar button (Button on bottom left) 

�x /ƭƛŎƪ ƻƴ Ψ!ƭŀǊƳ aŀƴŀƎŜƳŜƴǘΩ όƭŜŦǘ ƘŀƴŘ ǎƛŘŜ ƛƴ ǘƘŜ ǎȅǎǘŜƳ ǘǊŜŜύ 

�x /ƭƛŎƪ ƻƴ Ψ!ƭŀǊƳǎΩ ǘƻ ƻǇŜƴ !ƭŀǊƳǎ ǎcreen and display all alarms that have been created 

�x /ƭƛŎƪ ƻƴ Ψ!ŘŘΩ ό.ƛƎ DǊŜŜƴ /Ǌƻǎǎ ƻƴ ¢ƻǇ aŜƴǳ .ŀǊύ 

�x Select Alarm to add from list that pops up then click Add 

�x /ƭƛŎƪ ƻƴ Ψ!ŘŘΩ ƛƴ ƴŜǿ ǿƛƴŘƻǿ ǘƘŀǘ ƻǇŜƴǎ ŀƴŘ ǎŜƭŜŎǘ 55LΣ 9ȄǘŜƴǎƛƻƴ ƻǊ DǊƻǳǇ 

�x Click OK 

�x Next click on the Email tab  

�x /ƭƛŎƪ ƻƴ Ψ!ŘŘΩ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎκŜǎ ǘƘŀǘ ǘƘŜ ƴƻǘƛŦƛŎŀǘƛƻƴ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻΦ /ƭƛŎƪ ƻƴ 
Add after each email address before saving and closing. 




























































































































