Outlook Addin
Quick StartUsersGuide

The Office Solutior@utlook Adein iscompatible withMSOutlook 2010 onwardand requires a TAPI
connection to the Panasonic Telephone System
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Running the application for the first time

When MSOutlook is run for the first time following the installation of téfice Solutions Outlook
Addin the user will be asked to select their extension fraiist of telephor systenmextensiors. If
the Extension Number window is not displayed it can be accessedSetap in the CommsOffice
tabin the MS Outlook ribbon toolbar

Selecting the Outlook users extension number

From theExtension Nmber windowyou can either typegur extension number or you cafiak on
0§KS WoAy2Odz | NAnG sideoDtBeyiundeffield t& GpenNideext&nsionselection
window.

'3 |
Extension Mumber [ﬁ

Enter your Extension Mumber

| e

oK | Cancel

e

Scroll down to the extension required or start to type the extension name into the search field at the
bottomleftd L F Ydzf GALX S SyGNASa SEA&G dzaA&tclitkobthe?! CA Y R
extension to highlight it then click OK to selec{Mote: To change or enter a new extension you may

be asked to enter the Office Solutions Administréassworgdyour system administrator should

have this)

rEl Select... = | = ﬁ-‘
Extn Mame PBX ID -
1111 Test 1 Panas309
12 Test2 Panas309
1113 Test 3 Panas309
™ 2001 Jeremy Panas309
2002 Manwai Li Panas309
2003 Jon - Panas309
2004 David - Panas309
™ 2005 Voice Mail 2005 Panas309
2006 Ian Panas309
™ 2012 Jon - Analogue Panas309
™ 2013 David - Analogue  Panas309
Q 5] @ Find next | @ Find previous ,’-_,.5 Highlight ‘ ™ Match case il
‘ | oK | Cancel
L
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What does the Outlook Addin provide

The Outlook Addin will provideaccess to the following features:

i Basic Call Control

A Diala number

Answera call

Hangup a call

Place a call ondid

Transfera cdl

Dial fromMSOutlook Contacts

Set Break Modes.€. In Meeting, In Training, At Lunakic.)
View and dial from callistorylog

View and playback audio caflaordings
Dial from telephone system speedhtlist

I > >

=A =4 =8 =8 =4

In addition, users can:

T £+AS% WY i fifligics d &

1 Run a definedavourites list of Office Solutions eports (set per user)

1 View and dial recent calls

1 Playback recent call recordings (requires Office Voice Call Recorder)

Home Send / Receive Folder View Developer Add-Ins CommsOffice
4 C.iﬂ ;{' /.i’g = i = 5 P ;45%;.? Numberto Dial 4  In:0782
— - - [ — = Q_ e —
% o8 | I \ % 5 17070 - % 9 1623 [RING]
Answer Hang Hold Transfer Break Speed Chat Call  Address Setup Make o
Up Dial History Book call Clear Call Detail Display
Office System Functions Dial Call Info
Call Statistics o
R rts X ¥
(©) Refresh — % Answer Q{ﬂ Hald
Calls by Site \‘ELICaIIs by Extension - Detail
ELICaIIs by Trunk - Detail @ Hangup ggTransfer
= 25 \‘ELICaIIs by Department Qv... m % Dial
ELIPeak Call Times
S [=lsite Call Usage | | 20m
10 0300
2 z 3 0345
i
2004
% %, Y 4,
U T T 1707
0752
Today's Summary

The time is now 17:27:08. The total number of calls made and
received (incuding abandened and internal calls) today is 50.
Breaking these statistics down further:

* the first call was at 09:47:00

» the last call processed was at 17:13:11.

» the ratio of incoming to outgoing calls is 1:1.73333333333333.
= the call style with the highest number of calls is Outgoing (25
calls)

» this made up 52% of the total calls.

» the longest call recorded is an Outgoing call {duration was
00:21:52)
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Toolbar¢ CommsOffice Tab

WhenMSOutlook is launchedhiereare a set of basic call contricbnslocated onright hand side of
the Home tab of the Outlook ribbomhese allow for calls to be answered, dialled, transferred or
hung up. Tiere areseveraladdionalfunctions availabl®en the CommsOffice tab.

%Answer <jﬁHu:qu:I
@Hangup J%Transfer

17070 - & Dial
Call

Thefollowing functionsare all available ithe CommsOffice tab.

1 Answer M Transfer 1 Chat T Setup
1 Hang Up 1 Break 9 Call History 1 Make Call
1 Hold 1 Speed Dial 1 Address Book 1 Call Detall
il Haome Send / Receive Folder View Developer Add-Ins CommsOffice
4 —w ;{ ;é - (= l ﬂ r‘:} Numberto Dial: 4 In:0782
= s s | = M= LY =
e ¥ <l < L. . '-'j 17070 B 2rY 9, 16:23 [RING]
Answer Hang Hold Transfer Break Speed Chat Call  Address Setup Make o
Up Dial History Book call Clear Call Detail Display
Office System Functions Dial Call Info

Answering and Hanging Up a Call
To answer or hangp a cdlsimply click théAnswer and Hangup icons

Transferring a Call
To transfer a call to anothextension user clickhe Transfericonto open theTransferCall window

Transfer Call &J Transfer Call @
Select extension/group to transfer call to... Select extension/group to transfer call to...
| |dav
D Mame Status - D Mame Status -
b1 Auto Attendant E 4 2004 David - In
10 Auto Attendant 2013 David - Analogue In
111 Test 1 In 2074 David Mobile n
1112 Test2 In
1113 Test 3 In
2 Auto Attendant
2001 Jeremy In
2002 Manwai Li In
2003 Jon - In
2004 David - In
2005 Voice Mail 2005 In
2006 Tan In - -
" < Tranfer 3 cancel -« Tranfer ¥ cancel

An extension can be selected by scrolling dakalist or by typing thetarget name or extension
number in the selection edit boxhé searchwill narrowas you typeWhen the desired extension is
displayed, click on it to highligrand thenclick Tansfer.Please note that this transf feature is a
Wwo f Ay R,sdtNd csliiy paBtNidxransferred to and will ring the target extension immediately
you click Transfer
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Dialling from CommsOffice Address Book

Contacts in the address book (contained witttie Office Solutions databasas opposed to the
telephone system) can be assed by scrolling down, selecting a letter from the right or by using
the search feature.

=]
File Home Send/Receive  Folder  View
4 = - = T @ Numberto Diak 4
¥ (] W s~ a 1 Jw

Developer Add-Ins CommsOffice

Answer Hang Hold Transfer Break Speed Chat Call Address Setup Make .
Up Dial History Book call Clear Call Detail Display
Office System Fundions Dial Call Info
1 select... EI Received Size Categories i J
.
SpeedDialMumber  PhoneMumber Description pabxid I i g
000 907827 W% Jeremy Whilde MOB Panas309 =
- =
001 9075270 W David Miller MOB Panas303 2
o2 907827 Jon Elsom MOB Panas3| s | Address Book
003 907527 Manwai MOB Panas3
[ Home C]
009 900191 RMST Panas3
“ow 07552 Phil Mobile Panas3 @ A m I
_011 919753 TIMTEST Panas3 Exit Dial Search Clear
T Filter
Fullname Company Extensions Phone Number  Phone - T
dvocevai | 2005
Test 1 1111 = @b
Test2 1112 =
Test 3 1113 of
Jeremy - 2001
Jon - 2003, 2012 gh
David - 2004, 2013 ij
Extension 2012
- 2401, 2403, 2023 LI
The following call raised {{| ~~ LI
Jeremy Mobile 2071 n
Manwai Mobile 2072
it The details of the callarg| 35, Mobile 2073 0
PBX: Panas309 David Mobile 2074 P
— Time of Call: 24/04/2013 | 1anuk 2075
Dialed No: 01217 Daniel LK 2076 e
Location: Hall Green ML Dect 2091 _'I
4| Calendar
Extension: SysExtnl [an Foote 2411 s
Contacts Trunk: 4 Meeting - 2412 +
Ringti " Phill Roberts 2413
e ingtime (sec): Greg Jones 2415 u
Duration (sec): 0 Ext FWD 2416 ;
e Cost: 0 NT400 - 2417 —I
! Call Style: Abandoned NT400 Test 2430 o
Folder List Channel: SysName=Pan: Karen - X
Group: 6001 Manwai Li 2002
F Pollution Hotline 0800556 x|
Shortcuts
v 01344300 z
See more about: Comi Jeremy Whilde 013448000 = -
473 GE Free | Hems: 1 Allfold date o
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Break Mode

Break Modes provide the ability fextensiorsto be placed into &Not ReadyIManual WrapUp)
state making the extension unavailable fgroupcalls A selectable configurabld#bsenceMessag®
is seton the display of theelephoneand isdisplayed forany otherextension user calling the
extension set to a break mod8reak Modes will also be displayed in theéension userd1S
Outlook MS Exchangealenda. Break Modes are used tmableextensionusers, supervisors and
managers taontrol telephoneavailabilityin orderto perform different tasksuch as form fillingnd
other after calltasks, manag&lephoneabsenceand keepco-workersinformedof user status and
presence.

= jE=
il Lj L9,

Ereak

— X select Break Mode ——

Select break mode from the list below
4 i Su
|
Staff Training Re
f Qut of Office E
& Home Warking
Random Maode P
— Wrap-up R
1 RE
OK C | o
ance
RE
~ RE

Supervisorsmanageror PARrunningOffice Proareable to see the status of ea@xtension usem
the ACD List screeif break modes are being usdis willalsoshowwhether extensionsare ina
specific. NB I Q0 & 3RS | £ & 2 haebéen in #hgt iodé. KF8r &xample if a staff
member is showing as having been at lunch for 55 minutes, they are likely to be returning soon,
hence a cafir could be advised @vailability or when to call bacBreakModes are also tract in
historic call reporting.

ACD
ACD 5tats - Group 6001

Total A... | Log... | Log... | Age... | Age.. | Idle... | Tot.. | Lom.. | Lon.. | Ave.. | EXp..
4 4 0 0 1 1 0o:.., 00:.. 00:.. 00, 00,
Surname  First Name Extension Absent Message ACD Group
.-:gj'_- Jeremy 2001 @ Meeting (00:00:44 } Main (B001)
.-"_j_Li Manwai 2002 @ Training (00:00:15 ) Main [6001)
a =. lan 2003 Main (B001)
;‘j_- David 2004 ﬁ Lunch (00:01:56 ) Main (001)
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The Outlook Calendar Page

Call Statistics

A simple Call Statiss panel is displayed to the right of the Calendar. This will display headline
information for site calls (all calls for that site) in both text and graphical format. The panel can be
temporarily hidden by clicking on tremall chevron icon; this walide the paneto the right
extendingthe calendar display are®eversing this action will reveal the panel again. Closing the
panel with the[X] will stop it displaying until the user goes to anotidg Outlookpage such as Mail
or Contacts. The panel will display again the next time they access thelanjege.

Running a Report

Anyuserwith a profile set irthe Office Solutionge.they have a username and password to login to
an Office Solutions Clieahdhaveplacedany reportsinto their favourites thenthese reportswill

be displayed in a small panel at the bottom left of the Calendar page. Simply diigklagon a
reportin this widow willrun the report

If no Office Solutiordient userprofile existsbecausean extension does not havedient installed
an Administrator willneed to createa userprofile in SystemSettings. Once theprofile has been
created, the administrator carlogon as the requireduser andplaceanyrequired reports intahe
dza SfAl@udtes. These reportsill then appeain the MSOutlookAddin.

& Answer @ Transfer
9 Hangup
i Hold

Call

Call Statistics X »

(@) Refresh
Calls by Site

Jeremy Whilde

Today's Summary

The time is now 10:28:43. The total number of
calls made and received (induding abandoned
and internal calls) today is 5. Breaking these
statistics down further:

= the first call was at 08:56:00
» the last call processed was at 10:19:05.
s the ratio of incoming to outgoing calls is

Calendar

Previous Appaintm ent

Mext Appointm ent

151

s the call style with the highest number of
calls is Incoming (3 calls)

= this made up 60% of the total calls.

# the longest call recorded is an Incoming call
(duration was 00:03:19)

Reports X ¥

{:=lExported Recordings by...
\=IRecorded Messages
\i=Monitored/validated Cal...
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The Outlook Contact Page

Dialling from an Outlook Contact
To dial any number from arMSOutlookcontact openthe contact Click on the CommsOffice tab
GKSy Of A01 W/ I fofilyodedmBainitieE

there are multiple numbersan additionakelectionlist will be displayedo choosewhichnumber to
dial, double clickrequirednumber to start diallingt 2 Sy R GKS OF f f =

Air Pollution Bulletin Service - Contact

58| (= * ¥ |5

Contact Insert
=] S M Gl _
L) = @ L) % SRS [ 17070 £

Call
Selected

Format Text Review CommsOffice

aAyYLX e

Full Mame Air Pollution Bulletin Service

i —

Air Pollution Bu

Dialing Contact...

=

Air Pollution Bulletin Service

Select number to call from the list below:

17070
| E-ma 0800 556677

0800 556677

Home 17070

This is the mailing oK Cancel

Customizing Addin Ribbon Controls

L UpBsaible toaddindividualOffice Addircontrols to theMS Outlookibbon, for instance below in
the contacts ribborwe have added th&all Selecte@and Wlang Ugrontrolsas well as &all
Selectedrontrol to theQuick Access Toolbha

CEI=| - w;: i e e T e e i | - (e [o]® -
Contact Insert Format Text Review Add-Ins CommsOffice e

B Xke @ Ee T SR E MY D)0 6 Y e &@T

Save & Delete Save & Forward OneNote |General| Details __ E-mail Meeting More  Address Check | Business Picture | Categorize Follow Private = Update  Zoom Call Hang
Close New ~ A Fields - Book MNames Card - - up~ Selected  Up
Actions Show Communicate Mames Options Tags Update | Zoom Dial

To addthese controls to a contadither right click on any blank aréa on the right hand end of the

Page9 of 14
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contact ribbon then clickCustomize the Ribbofor click theFle tabthen click Optionghen click
Customize Ribbothis should open th®©utlook Options as shown below:

e M
Cutlook Opticns m

General

D
Customize the Ribbon.
Mail
Choose commands from: (i) Customize the Ribbon: (i)

Calendar Popular Commands [=] Wain Tabs [=]
Contacts

6] As aBusiness Card Main Tabs 1
Tasks 5& Assign Task = Contact
Motes and Journal 0 Attach File Actions
R, call Show
Search 53 Copy Communicate
#cut Hames Make sure contact is selected
Mobile _s;a E-mail Options
= Tags
Forward Q.
L:
Fnauage % Meeting Update
Advanced 2y Message Options... Zoom
[ Paste Ink
X (5) Private [#] Format Text
Quick Access Toolbar e save Review
Addns Save As . H || Developer
%7 spelling & Grammar Add >> o

Trust Center

<< Remove ackground Remaoval E
Then select New Group
New Tab ] [ﬂe‘wGroup] l Rename... ]
Customizations: i
(o Epor =] >
s J

Create a new ribbon group tsglecting contact from the Main Taliben seleciNew Group button

T ACIIOMS
‘ ‘ Show
g ~ Communicate
Rename M Names
Options
Symbol: Tags
20004 ! 0 Humm - ||| 3 vpae
DEROBRARDw» e« []|fozon
+ In

aveOPBHTR24EQT
meCD@f’iﬂﬂiS@i%:‘@Q Insel

& a [l I e N | Format Text
OO0000O0O0C = Mk | ge“‘el""
EOCEOREdmewsE | (B
.olu@ﬁj@ - ] IE‘@ V‘w CommsOffice

.ﬁ] AX v %O[fz?] RET: B A Background Removal
Pl@ESHInodvan -
Display name: | Diall

4 (o< ][ concel | Select the Rename button to

change the New Group (Custom)
to a more descriptive name

m

The New Group name is
changed here

Mew Tab ] [ﬂewGroup] [ Ren;me... ] (3)
Customizations: i

Nowchangethe New Group (Custom) to a more descriptive naueh as Dighen clickOK.
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Now performthe following steps to adthe controls to the al (Custon) group

Customize Ribbon

Select Dial then
Call Selected

’@ had Contct @ Repeat procedure
to add Hang Up
i Hoid

o4 Transfer
N B Break
= Speed Dial
% chat @
[& calHistary
g Address Book Select Add to place
M Setup controls in Dial group
™ [ Dial

<<Maolabel>> [~
(7 ' A Make call
3. Call Selected
Conference

Call Info
Background Removal

-

IS ™
Cutlook Opticns M
General @ Customize the Ribbon.
Mail
LChoose commands from: (i Customize the Ribbon: (i
Calendar Main Tabs El IMain Tabs lz‘
Contacts
N Main Tabs Main Tabs
Select Contact Select Main Tabs from dropdown ] & [@] Contact
CommsOffice Insert Actions
Format Text Show
Seare) Review Communicate
Developer Mames
Mobile =) CommsOffice Options
Language =] Office System Functions Tags
Update
Advanced £, Answer Zoom

Ink
= Dial (Custom)
-4 Call Selected
[¥]Insert
I [#] Format Text

I [ Developer
B [¥] Add-Ins e
[¥] CommsOffice

Background Removal

]

Finally select
OK to save

©)

MNew Tab ] [NewGroup] [ Rename... ]

Customizations:
Import/Export ~

This should add the following controls to the Outlook contact ribbon:

85

-
v

e | Update

Update

e

=il
B

=
Zoom Call

Hang
Selected Up
Dial

Zoom

Toaddcontrols to theQuick access toolbar

==

M fite

ijiam '.Eli

A 10 1.

Contact Insert Format

Save & Delete Save & Forward OneMote 3.
Close Mew = ~
Actions
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Open OutloolOptions from dropdown
on Quick Access Toolhar

Select€ommsOffice Tdlirom
dropdownon Outlook Options

Select Call Selectenhd click Add
Click OK to save
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Dialling from the Call List

A list of the most recent inbound, outbound and abandoned calls for the extension user will be
displayed in a panel below contacBouble click on an entry to call that number. Two tabs are
shown on the right of the panel. This allows the user tggie between recent calls and recent
recordings. To play back a recording simply double click on the entry.

Recordings can only be played back if they have been recorded on an Office Solutions Call Recorder.
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