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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 adjcensi
screen indicating the licence type, status and options will be displayed. Select the required option
and press continue.

r [\
Registration Information —
Days left to register : 875
This software will expire on : 170272016
Application Mame: Office

Company Mame :

Request Code:

Serial No.:

What do you want to do:
@ I want to continue and open the application
I want to register the product

View and update application settings

The next screen will ask you to input your Login Name and Password. Unless you have changed this
in settings, the default LogiName 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.

r,
S
Panasonic '
Login Name:
Password:

Your support contract is valid until 30/11/2013 (113 days)

Default Configuration [ oK l | Cancel |

Office Pro will now launch. To maximise the applicatarybur 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
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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 seen resets at midnight every day (unless changed in system settings) and

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

Office Pro
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& Full Screen

A site .

Display
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4 (@ Display Charss
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if] calls by Trunk - Today
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verage Agent Ring Time - Today
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Available Charts

4 -[@ calRecords
4 [} Number of Calls
[i1] [1] calls by Site
~il] [2] Calls by Extension
[ui] [3] calls by Trunk
-] [4] Calls by Department
fi] [5] Calls by DDI
i) [6] Abandoned Calls
Call Duration
-] [7] Calls by Site
[i1] 18] calls by Extension
~[ul] [5] Calls by Trunk
[i1] [10] calls by Department
1] [11] calls by DDT
-] [12] Abandoned Calls
4§ Advanced
-] [13] Trunk in Use
6] (24 Trunkin Use (%)
-] [15] Calls by Time
[t1] [16] Incoming Calls by Time
~{il] [17] Outgoing Calls by Time
[11] [18] Abandoned Calls by Time
E P —T—
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&
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Customising the Today Screen

The Today screen in Office Pro can be altered to fit a wide rangeabfti@al 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 Availables tree
menu on the left hand side of the application. The list below shows the Pro charts available.

E Call Records
F] E Mumber of Calls

]

fu]

=13

=]

[1] Calls by Site
[2] Calls by Extension

1] [31 calls by Trunk

1] [4] calls by Department
1] [=] calls by DDI

__ [6] Abandoned Calls

F] E, Call Duration

1] [7] calls by Site

1] [] calls by Extension

1] [51 calls by Trunk

[10] Callz by Department
[11] Calls by DDI
[12] Abandoned Calls

F] E, .b:dvanced
1] [13] Trunk in Use

[14] Trunk in Use (%)
[15] Calls by Time

1] [15] Incoming Calls by Time
1] [17] Outgeing Calls by Time

[18] Abandoned Calls by Time

1] [20] Calls by Extension (Mumber of Calls)
1] [21] calls by Trunk {Number of Calls)

1] [22] calls by Extension (Duration)

1] [23] calls by Trunk (Duration)

F E Trunk
----- |_;_|_ [24] Incoming Trunks
----- |_;|_ [25] Qutgoing Trunks
----- [il] [26] 1800x Trunks
----- |_;_|_ [27] Tie Trunks
----- |_;_|_ [28] Any Trunks
----- [ti] [29] PRI Trunks
----- [ud] [30] BRI Trunks
4 E Historical
----- |_;|_ [31] Calls by Extension
----- El_ [32] Calls by Department
----- [ui] [33] calls by DD
----- il [34] Calls by Trunk
----- ui] [35] Calls by Site
4 [g ACD Charts
----- [il] [36] Calls by ACD Group
----- il [37] Group Abandoned Calls
----- il [38] Calls by Agents
----- El_ [39] agent Average Talk Time
----- 1| [40] Agent Total Talk Time
----- il [41] Agent Average Ring Time
----- il [42] Agent Abandoned Calls
----- EI_ [43] agent WrapUp Time
----- il [44] Agent Busy Time
----- il [45] Agent Ready Time
----- El_ [46] Group Average Ring Time
----- 1| [47] Group SLA by Time
----- 1] [48] Longest Ring Time by Hour
----- il [49] Group Incoming Calls by Hour
----- El_ [50] Group Qutgoing Calls by Hour
4 -[g 30 Charts
[51] Calls by Site
[52] Calls by Department

Changing the appearance of the Charts

To change a chart, click on it to select it then choose an option from the Chart Typedodvagox
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 filtes.

& DAaX T & i L eI Lo

< Returned Calls

site Print Save Zoom Cycle Reload Delete Stats Chart Types  Properties Settings Colors Chart  Increase Decrease Swap
- Panel Options Frames ::_*‘ Call Statistics
Chart Display Chart Settings [F} Data [F}
Charts and Statistics - C ft Soft
Calls by Site - Today u Calls by Extension - Today
v = A
Chart Filter.. ™ o= 85 Chart Type )
Chart Filter | Giobal Transparency B
Increaze Chart Width (+1 Cell)
Only Display these Items in Chart: Decrease Chart Width (-1 Cell]
2001 c -
2002 -
2003 Filter

£

Show Call Records
Save Chart To File
Print

Zoom

If the Items list is empty there is no filter restricting what cal

records appear in the chart - that is, any call received from the - e 6023
| call logging service is induded in the chart. Chart Properties
Series Properties
Include Transferred Calls =
=l mSnft Snfhuare Soh tinne Commsoft Software Solutions

ime - Today

.

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 aeries properties. Alternatively click the buttons on the menu bar.
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© 1l O &R

Chart Types  Properties Settings Colors Chart  Increase Decrease Swap
Options Frames
Chart Settings P}

Chart Properties

Series Properties

Selectingseries propertiegor clicking the settings
button on the menu bar) will launch an advance
options window allowing you to edit many of the
data series properties, i.e. everything from the x
and y axis inwards.

Selectingchart 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. everythinffom the x and y
axis outwards.

Chart Series Edi ===

-'G\'n'h'a'll Chart type | Crosshair | Marker | Serie
y ] Serie 0 : Serie 0 Appearance

— eor 1 ] ooy
Height: 100 =

To: 1 Color 2: [l Opacity 2: 255
Visible:

Max u Gradient fil type: Border rounding: 0

: p—_ s

Borcer siye: Margin

et 0 Angle: o Line colar:
Borderwidth: 1 [+ '

Top: 0 Shadow: =] Line width: 1 e
porder coor: | Border color: [

E Right: o = [] Pen style: E
Axis mode: #ods Chart Width Height = Border width: 1
.0
Horizontal B Bottom; Chart Pattern Candestick
Options X-Scale Picture: (=) Wik width: 1 e
[CPane drag - drop vertical scroll [ Herizantal screll
o [ offset
Wick colrs ]
[CIHorizontal Scale ] vertical Scale E
Spedial Increase [ Decrease colors
[ mirror Chart Effect Color decrease: [ ] E
= T o | o cirvcee: [ TS]
Arrow
Color: -] Size: 10 [2
ok | cancel || oy

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 theffe 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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SubMenuCaption ~
Minimize ﬁ G
Load

Load Configuration Settings from Application Database ts Chart Ty
Maximize el
Save -
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Options
L@ P Remove Local Configuration
Remaoves local configuration files
@ Reset Chart Settings
Call

@ Profiles 3

| 1371 Calls by Anents
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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

[hCallsToday  * ExtStatistics
g Returned Calls  *% ExtGroups
“ Call Statistics

Data I

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 screes 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 theediaading reverse

the sort order.

{;ml

Graphs ACD Supervisor  Repors | System | Tools Help (7]
[ L [ 98¢ pelete canls
(d & 90 ) X & 4 6 B M 3
Edt  Options  Print Add Edit  Deleic  Search  Fist  Previous Next  Last )
- Record Record
Funtions
s callRecords <= Return to Today Page
4-[g} Display Charts
7] Cals by Site ~Today Date/Time Notes Phone Number Destination Exn Route  |Trunk D Access Code Account Code Ring Time |Duration (sec)
] Calls by Trunk - Today [Y23/06/2014 16:17 Incoming 2004 1 00:00:03 | 00:00:36
[i1] Average Ring Time by Time - Today 23/06/2014 16:17 No Number 6001 1 00:00:00  00:00:03
verage Agent Ring Time - Taday 23/06/2014 16:07 07730 Mobile (fm1) 2002 6 00:00:13  00:02:19
runks in Use -Today
sl by Time - Today 23/06/2014 15:47 Incoming 2004 4 00:00:01  00:00:13
[ii] Group SLA Over Time - Today 23/06/2014 15:47 No Numer 5001 4 00:00:00  0D:00:02  |=
{il] Calls by site -Today 23/06/2014 15:39 Incoming 2002 1 00:00:02  00:09:40
23/06/2014 15:39 No Number 6001 1 00:00:00 00:00:02
23/06/2014 14:25 0513 Bracknell 2003 39 00:00:12  00:00:00
e 23/06/2014 14:25 0513 Bracknell 2002 o 0000:11 00:00:00 | |
4@ calrecores o] 23mep01412:14 Incaming 2002 1 00:00:01  00:00:09
4[5 Number of Calls T 23fsf2014 12114 No Number 5001 1 00:00:00  00:00:01
] (1] Calls by Site 23/06/2014 12:05 07827 Mobile (fms) 2001 5 00:00:03  00:00:45
[i1] [2] calls by Extension E
fu] [31 Calls by Trunk 3 23/06/2014 11:54 08451 Local NTS 2002 5 00:00:10  00:00:15
[u1] [4] Calls by Department 3060141441 1 17070 Toll Free 2001 5 00:00:01  00:00:03
-] (5] Calks by DDI | 2306/2014 1120 Incoming 2002 1 00:00:03  00:00:18
[i1] 6] Abandaned Calls
4@ cal Duration 23/06/2014 1:20 No Numizer 5001 1 00:00:00  00:00:03
~[il] [71 calls by Site 23/06/2014 11:03 01603 Nernich 2002 5 00:00:02  00:02:19
-] [5] Calls by Extension 23/06/2014 11:03 01603 6001 5 00:00:00  00:00:02
(5] o] calls by Trunk K
] C10] Cals by Department 23/06/2014 10:46 Incoming 2002 1 00:00:02  00:00:07
[if] [11] Calls by DI 23{06/2014 10:46 Mo Number 5001 1 00:00:00  0D:00:02
“-[u1] [12] Abandoned Calls -
4 -[g} Advanced | r
[t [13] Trunkin Use Call Details
[i] [14] Trunk in Use (%)
ful] [15] Calls by Time General
¢+ t~[uil [16] Incoming Calls by Tme < .
< m ] Date/Time: 23/06/2014 16:17:24 Extension: 2004 =5 0
Selected System: CommSoft Software Solutions Phone Number:  Tncoming Trunk: 1 CallStyle:  ncoming
|| I Today Destination: Access Code:
L Ringtime: 00: Account Code:
77 ACDStatistics 00:00:03
Duration: 00:00:36
-
-
g System
[ Foa | [ [gnotes | [ o addnote |

User dmr @

Note:¢ 2 NBGdzNYy (2 (GKS ¢2RIFI& AONBSy OfA0]l 2y (KS ww
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<= Return to Today Page

Returned Calls

[7} Calls Today % Ext Statistics
63' Returned Calls * ExtGroups
- ..
= Call Statistics
Data P}

¢CKS WwSGdaNYySR /+FHftftaQ aAONBSYy NBFTSNBR (2 FolyR2YySR
given up and hungp 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 tsgeken 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.

Graphs ACD  Supervisor  Reports | System | Tools Help @
B ae IR AD NI
TP View Calls
Exit ‘Options. Print Add Edit Delete Search First Previous Last
Record Record
Functions
Displayed Charts Calls <= Return to Today Page
4 -[§} Display Charts
] Calk by Site - Today F |Date/Time Fhone Number Destination Extn RingTime Duration (sec) DDI ACD Group ID Returned -
*[ii] calls by Trunk - Today 3/08, 6:18 [Incoming :00:¢ 00:07:15

1] Average Ring Time by Time - Today 23/06/2014 16:17  Incoming 2004 00:00:03  00:00:36 6001

(] Average Agent Ring Time - Today 23/08/2014 15:47  Incoming 2004 00:00:01  00:00:13 6001
[i1] Trurks in Use - Today

E'] Calls by Time - Today 23/06/2014 15:33  Incoming 2002 00:00:02  00:09:40 6001
#--lil] Group 5LA Over Time - Today

(e ) e ———
) ol by stz Today =———--————

23/06/2014 12:14  Incaming 2002 00:00:01  00:00:08 5001
23/06/2014 12:05 078270 Mobile (fms) 2001 00:00:03 D0:00:46 866921
e 23/06/2014 11:20  Incaming 2002 00:00:03  D0:00:18 5001
. E Cal Records 23/05/2014 11:03 01600 Nerwich 002 00:00:02  00:02:19 855920 5001
4[5 Number of Calls 23/06/2014 10:46  Incaming 002 00:00:02  00:00:07 5001
r] [1] Calls by Site 23/05/201409:50 07714 Mobile {fn1) 2002 00:00:04 00:01:25 856920

[uf] 2] Calls by Extension
-] [3] Calls by Trunk

[i1] r41 calls by Department
-] [5] Calle by DDI

[i1] [6] Abandoned Calls
4 -[g Call Duration
~{id] [7] calls by Site

[t1] [3] Calls by Extension
~{u1] 18] calls by Trunk

1] [10] calls by Department
~{u] [11] Calls by DDI

[F—

[i1] [12] Abandoned Calls <
4 -[g} Advanced <[ »
[if] [13] Trunk in Use Call Details
~{ul] [14] Trunk in Use (%)
[uf] [15] Calls by Time General
. -{ui] [18] Incoming Calls by Time -
E I e — T Date/Time: 23/06/2014 16:18:25 Exctension: 2002 Cost: 0
== S ST S T e ST T Phene Namber:  Tncoming Trunk: T Call Style:  ncoming
@ Today Destination: Access Code:
|
[ Ringtime: :00: Account Code:
ACD Statistics 'a! 00:00:01
Duration: 00:07:15
- T—
[ —-—
& o

[ &7 Dial I [ENutEsl I+AddNubal

Userdme @ |

Note:¢ 2 NBGdNY 2 GKS ¢2RI ¢ 2RINS Syl TEQ QA y2ly 20K S K8y
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<= Return to Today Page

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 recipierast group. Multiple
different notifications can be setNote: 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
settingsseeW{ SGGAY 3 dzZlJ G§KS 2dzio2dzyR SYIFAf &SNISNJ

To set up an email notification:

Click on System toolbar button (Button on bottom left)
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Select Alarm to add from list that pops up then click Add
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Click OK

Next click orthe Email tab
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Add after each email address before saving and closing.
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