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Unity Reception Standard
o Microsoft Outlook integration to display monitored user calendar events

Unity Reception Enterprise
o Outlook, Office365 and Exchange Calendar integration to display monitored user calendar

events

Unity can be configured to connect directly with the locally installed Outlook application, or an Exchange
Server or Office365 instance in order to display appointments/meetings (referred to as “calendar
events”) for any users within the Group or Enterprise that have shared their calendar with the account
that Unity is using to integrate with the calendar platform. The email address of the user must exist in
the BroadWorks user profile for monitored users, as this is how Unity links the BroadWorks user and

the shared calendar.

There are four modes available:
o Single account used to connect to Exchange server
o Shared account (set in the Kakapo portal) used to connect to Exchange server
o Single account used to connect to Office 365

o Shared account (set in the Kakapo portal) used to connect to Office 365

Please note: the option to Show Calendar will only be available for monitored users who have an email

set in their VolIP profile, and if Unity has received calendar events for that user.



Unity will use colour to show the availability state for each calendar event, as shown below.

Contacts  Activity Logs  Voicemail

Search
Name
Available User
Benedict Hutton Today Tomorrow
Bifin Jose
Charles Berry 09:00 - 10:00
0| Dale Cassige
Call extension 10:00-11:00
ACD Stats
View user details 11:00 - 12:00
Addto contact group b 12:00 - 13:00 Quartley Review - Bookkeeping Services
Add note 13:00-14:00 Contact Center Training
Instant message 44:00 - 15:00 Portal Layouts Call
Send email 1500~ 16:00 Planning Session
|[© " show calendar ] BT &Unity i (Microsoft Teams | Unity Reception Demo
Refresh calendar Masling)
17:00 - 18:00
Service Configuration ¥
18:00 - 19:00
Copy number
Copy email
Personal directory ’
Manage user list
Appearance ’

Free: Green

Tentative: Orange

Busy: Red

Away /Out of Office: Grey
Working Elsewhere: Grey
Anything else: Blue

The default is set to show the above color scheme, but this can be changed in Unity settings, as

shown below.

D) Services & Settings X
Serw:esl Settings |
Appearance | [Configure how Unity displays Outlook shared calendar detais. Unity uses the email address
Contact Search from the user profile to load the shared calendar. The start and end times must be in 24
Contact Display hour formt.

(=~ Current Calls
Transfer History
Computer/Phone Integration
Cipboard Integration

| General! Configuration

Disling Rule
= Custom Directory Integration Start hour
Configuration o
= Ouglogk Inreararion
Shared Calenda] End hour
= Browser Inegraton 1a
RM
Cick To Dl Show calendar events in Status column
Desktop Integration Include calendar events wih an avalabilty state of Free
Notification
~ Unity Connect Show the title of the calendar event
Qm;::ifmmnmnn; Include tomarrow in calendar
Commands Show event location in calendar i possble
Startup
Undate [E2 use colour to show avalebiey scate
Instant essaging & Presence Show private apportments
- Logging
Secury Display calendar for
Language 2
Connection i o] s
Network
Proxy

= Authentication
- Change Password
Call Centers v

% Cancel oK

Unity loads all calendar events for the next two days into memory on startup, and periodically
refreshes this list. This is because Unity updates the status of the monitored user using calendar
events every minute (when configured), so there would be significant overhead in fetching shared
calendar events for all monitored users every minute.

However it is possible that the shared calendar can become out-of-date, for example if a meeting has
recently been added into the shared calendar of a monitored user. Therefore the user can force Unity
to immediately refresh the calendar as shown below.



Contacts  Ativity Logs  Voicemail
Search
Name
Charles Berry
ol . Call extension
View user details
Addto contact group ¥
£ Addnote
D Instant message
Send email

Show calendar
r Refresh calendar ]

Service Configuration  »

Copy number
Copy email

Personal directory 3

£+ Manage userlist

Appearance ’

1.  SETUP

To setup the shared calendar open Unity Settings > Settings tab > Shared Calendar, as shown below.

(O Services & Settings x

Servlcesl Settings I

-+ Transfer History

Configure how Unity displays Outlook shared calendar details. Unity uses the emai address

>

= Computer/Phone Integration from the user profie to load the shared calendar. The start and end times must be in 24
Clpboard Integration hour format.
Dialing Rule
=~ Custom Directory Integration
Configuration
O o Eenem\l Cnnﬂgumtlnnl
RH [one ~]
Click To Dial None
Desktop Integration
Notification Office365
Unity Connect Exchange
(= Quick Kevs
Outlook

To integrate an Outlook calendar, select Outlook from the drop-down menu and then press OK. Unity
will connect to the Outlook client that is running on the local machine.

General Configuration

Calendar type
| Qutlook ~ I

In order to display the calendar, Unity requires “full details” access to read the calendar, it is
recommended that the Reviewer permission level be set for the receptionist to all calendars that Unity

needs to display — This could be everyone in the organisation.

Calendar Properties x

Currently sharing with:

Name Permission Level
Steve Tutt Can view all details
Steve Wardle Can view all details
Chris Tutt Can view all details
Add... Remaye
Permissions

Changes you make to these permissions will apply to all users in
your organization.

O None
(O Can view when I'm busy
() Can view titles and locations

(®) Can view all details

() can edit

Once the calendar sharing request has been sent, the colleague will need to open the email invitation

and click Accept, as calendar sharing isn’t activated until this step is done.



Office 365
To integrate an Office365 calendar, select Office365 from the drop-down menu and then click authorise.

General Configuration

Calendar type
Office365 ~

Authorisation token not present

Authorise

The default internet browser will then ask you to login to your Office365 account to authorise the token.

Login and then click Accept to accept the requested permissions.
B Microsoft

steve.wardle@kakaposystems.com

Permissions requested

Unity Calendar Integration

This ap|

profile

Cancel Accept

Please Note: The Microsoft 365 Family subscription does not support shared calendars. Calendar
integration through Office365 requires a Microsoft 365 Business subscription. If the “Read calendars
you can access” permission is not listed in the above prompt then the Microsoft 365 subscription doesn’t

support shared calendar integration.

A notification will then appear in the browser confirming that the authorisation has been successful, as

shown below.

Authentication Succeeded

Office authentication is complete, please close this browser tab. You must restart Unity in order to
retrieve the authentication details used to provide calendar integration

Unity Reception will automatically update to show that the token has been saved and downloaded to

the client for use.

General Configuration

Calendar type
Office365 v

Authorisation token saved

Authorise

Permissions for shared calendars must be set as either “View All Details”, “Can edit” or “Delegate”.
Unity will not show the calendar events for a user that only has “Can view titles and location” or “Can

view when I'm busy” selected.



Steve Wardle Can view all details -
steve.wardle@kakaposystems.com
=n

Can view titles and locations

<

Can view all details
Can edit

Delegate

Once the calendar sharing request has been sent, the colleague will need to open the email invitation

and click Accept, as calendar sharing isn’t activated until this step is done.

Exchange
To setup an Exchange calendar, select Exchange from the drop-down menu, enter your server web

service URL and login details, and then click Test. Please note the Exchange server web service URL
field will be different per Exchange Server instance, this must be confirmed by an Exchange
administrator if unknown.

General Configuration

Calendar type
Exchange ~

Exchange server web service URL

[ Use Windows authentication

Domain

\ |

Login ID

\ |

Password

[ | Test

Testing calendar integration

If the test is unsuccessful, you will receive the below alert.

Unity X

Unity was unable to connect to Exchange. Please check the
details are correct and consult the error log for more
information

If the test is successful then Unity will alert you that it has successfully connected to Exchange, click
OK and then OK again.

Unity *
o Unity successfully connected to Exchange




Shared Calendar in Exchange

The shared permissions will need to be set at either “Full details”, “Editor” or “Delegate”. Unity will not

show the calendar events for a user that has “Limited details” or “Availability only” permission to the
shared calendar.

¥ Send XK Discard

0

Share with:

Reception Account

reception.account@unity01.teleudv.dk

Full details v X

Availability only

Subject: Limited details
I'd like to share my calendar with you  Full details

Calendar: Editer
Calenda A Delegate

Once the calendar sharing request has been sent, the colleague will need to open the email invitation
and click Accept, as calendar sharing isn’t activated until this step is done.

[ 1I'd like to share my calendar with you - Google Chrome

@ htt mail - R et Mauwa

9 Replyall |~ i Delete Junk|v
I'd like to share my calendar with you

I'd like to share my calendar with you

Chris Tutt (chris.tutt@unity™ * * " ") has invited you to view his or her Microsoft Exchange Calendar.

For instructions on how to view shared folders on Exchange, see the following article:

bttp://go.microsoft.com/fulink/2Linkid=57561

Portal Calendar Integration

If all receptionists under the Reseller or Group level share the same account for Exchange or Office365
then the calendar integration can be set in the Kakapo portal under the Branding tab.

Calendar Type Office365 v Not authorized

Select either Exchange Server or Office365 from the drop-down menu. For Exchange, enter the relevant
details and then click update at the bottom of the page:



Calendar Type Exchange Server v Please contact your Exchange administrator if you are not sure of the web service URL

Exchange Server Web Service URL ®

Use Windows Account j

Domain

Login ID

Password

Confirm Password

For Office365, click Authorize Office365 and follow the steps to authorize the token. Once the

authorisation has been successful, click update at the bottom of the Branding page.

This will mean that all Unity Reception users under the Group or Reseller (where calendar integration

has been configured) will use that account to view shared calendars.

If shared calendar integration is configured at the Group or Enterprise level, the Unity Reception users
will no longer be able to set the calendar integration in Unity settings as it will be greyed out, as shown

below.

(L) Services & Settings x

Services Settings

: - Transfer History A || Configure how Unity displays Outlook shared calendar details. Unity uses the email address
[ Computer/Phone Integration from the user profile to load the shared calendar. The start and end times must be in 24
i Clipboard Integration hour format.
¢ Dialing Rule
[ Custom Directory Integration
: Conﬁgumtmn. General Configuration
Shared Calendar|
owTe TTaT

CRM Office365
Click To Dial
i+ Desktop Integration
+ Motfication
“ Unity Connect Authorise
Quick Keys
+ Key Combinations

To delete the authorisation in the portal, simply click Clear and then OK when prompted.

%
Calendar T = Are you sure you want to delete this GAuth token? This may stop shared
walendariyee E_Zim e Authorized | (clear) calendars from being displayed in Unity



2. CONFIGURATION

Start and End hour

Unity can be set to only show calendar events between certain times, in the example below only
meetings between 9am and 7pm will be shown.

(O Services & Settings X

Serwcesl Settings |

[=)- Appearance Configure how Unity displays Qutlook shared calendar detals. Unity uses the email address
Contact Search from the user profile to load the shared calendar. The start and end times must be in 24
Contact Display hour format.

= Current Calls

L. Transfer History
=)- Computer/Phone Integration
Clipboard Integration

>

General Configuration

Dialing Rule
[=)- Custom Directory Integration Start hour
Configuration ] =
= Optlnok Integratinn
End hour
(=) Browser Integration 19 =

Show Calendar Events in Status Column

The option to show calendar events in the status column (including those with the availability state set

to “Free”) will be selected by default and displays the nature and end date/time of the meeting, as shown

below.
(@ Services & Settings x
Serw:esl Settings |
Appearance ~ |[Configure how Unity displays Outlook shared calendar details. Unity uses the email address
Contact Search from the user profie to load the shared calendar. The start and end times must be in 24
Contact Display hour format.

(- Current Cals
Transfer History
Computer/Phone Integration
~ Clipboard Integration

: G_Frf:@_\ Configuration

~ Dialing Rule
(= Custom Directory Integration Start hour
~ Configuration 9 =

= Outlopk Inteqration

Shared Calendar] End hour
= Browser Integration 19 =

CRM

Click To Dial Show calendar events in Status column
- Desktop Integration Include calendar events with an avaibilty state of Free
- Notification
- Unity Connect Show the title of the calendar event

Unity will use a generic text in the Status column if the meeting title is not configured to be displayed

Contacts  Activity Logs  Voicemail
Search steve

Name Phone ACD State Status
@ Steve Tutt 02086192471 Sign-Out I | am in a meeting until 21:00 I

Including the title provides information about the nature of the meeting

Contacts  Activity Logs  Vioicemail
Search steve

MName Fhone ACD State Status
@ Steve Tutt 02086192471 Sign-Out ISaIes Meeting until 21:00 I

Please note: If you are using Outlook to share calendar events then the option to show calendar events

in the status column is not available.




Monitored Users Calendar Display

If the monitored user has a full day event, then Unity will display that they are in a meeting all day.

Contacts  Activity Logs  Voicemail

Search dale|
Name Phone ACD State
Dale Cassidy 0011

| Sales Conference all day today I

Contacts  Activity Logs  Voicemail

Search dale
Name Phone ACD State
Dale Cassidy 0011

| | amin a meeting all day today |

Monitored User icons will change depending on the status that have been selected for that particular

meeting.

Outlook: Exchange:

E Show As: DBU:'J.r -

|:| Free .

I:‘ Working Elsewhere | Working elsewhers
I:‘ Tentative + Tentative

] Busy Busy

Bl Out of Office

Free =

Working Elsewhere =
Tentative =

Busy = @

Away/Out of Office =

Office365:

Free

Working clsewhere

Tentative

To see the entire calendar, the receptionist can right click the monitored user and select Show Calendar.

A popup will be displayed for the duration configured in Unity Settings, then will automatically hide. If

the user clicks anywhere outside the calendar popup it will be immediately hidden.

The shared calendar popup can be configured through Unity Settings.

{General| configuration

Start hour
9

End hour

19

Show calendar events in Status column
Include calendar events with an availabilty state of Free
Show the title of the calendar event

Include tomorrow in calendar

Show event location in calendar if possible

Use colour to show availability state

Show private appointments

Display calendar for

10 3| seconds

If the “Show event location in calendar if possible” box is ticked in settings then Unity will show the

location of the events, if one has been specified.



Name

Phone

lcistoe _____________________________________|02078615810

09:00 -
10:00-
11:00-
12:00-
13:00-
14:00-
15:00-
16:00 -
17:00-

18:00-

10:00
11:00
12:00
13:00
14:00
15:00
16:00
17:00
18:00

19:00

Today

Tomorrow

|Email integration with Unity CC (Office) |

Go through Unity issue and setup test environment....

Estimated release date for Email required by Patric__

Monthly call to discuss Unity (Conference | Phone:

Qut with India team

The calendar display can be configured to show either today only, or today and tomorrow.

09:00 - 10:00

10:00 - 11:00

11:00 - 12:00

12:00 - 13:00

13:00 - 14:00

14:00 - 15:00

15:00 - 16:00

16:00 - 17:00

17:00 - 18:00

18:00 - 19:00

| Today Tomorrow | oy
09:00 - 10:00
10:00 - 11:00
(Quartiey Review -Bookkeeping Services 12:00- 13:00
Contact Center Training 13:00 - 14:00
Portal Layouts Call P Portal Layouts Call
Planning Session 15:00 - 16:00
17:00 - 18:00
18:00 - 19:00

Private meetings can also be shown or hidden in Unity, this applies to both the Status column and

shared calendar popup.

3.

TROUBLESHOOQOTING

e}

If Unity is unable to load the calendar for a monitored user this popup will be shown. This

indicates that an error occurred while loading the calendar, most likely because it is not shared

with the receptionist or permissions are inadequate.

09:00-10:00

10:00-11:00

11:00-12:00

12:00-13:00

13:00-14:00

14:00-15:00

15:00-16:00

16:00-17:00

17:00-18:00

18:00-19:00

Today Tomorrow

In order to display the calendar, Unity requires “Full details” access to the calendar, it is

recommended that the Reviewer permission level be set for the receptionist to all calendars

that Unity needs to display — This could be everyone in the organisation.



Calendar Properties X

General  AutoArchive Synchronization

Currently sharing with:

Mame Permission Level
My Organization Can view all details
Steve Tutt Can view all details
Steve Wardle Can view all details
Chris Tutt Can view all details
Add... Remove
Permissions

Changes you make to these permissions will apply to all users in
your arganization.

O Nane
(O Can view when I'm busy
O Can view titles and locations

(®) Can view all details

O Can edit

o If the option to Show Calendar is not available, then that monitored user might not have an

email set in their VoIP profile.

Benedict Hutton
ol {, Call extension

View user details
Add t tact 3
Benedict Hutton b4 o contact group
*  Remove from contact group  »
Tite: Add note
Email | B0 Instant message
Phone: Add XMPP presence
Copy number
Mobile: Py
Personal directory 3
WAV File: D
£} Manage user list
-DK
Appearance 3

Once the monitored user has set an email in their VolP profile, then Unity will display the options

to Send an email, Show calendar and Refresh calendar.
o" . Call extension

View user details

Add to contact group >

#  Remove from contact group 3
Add note

D Instant message
Add XMPP presence

Steve Tutt *
Send email
Title:  Director
Show calendar |I
Email:  steve tutt@kakaposystems.com Refresh calendar
Phone: 02078615811 Copy number
Mobile: Personal directory 4
WAV File: = £ Manage user list
oK Appearance 3

o Permission sharing is not persisted when migrating from Outlook or Exchange Server to

Office365. In this case all calendars will need to be re-shared.



