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Think back to WHEN you want to booka meeting, all the ups and downs that come with it: checking WHERE it all happens, if

everyone is available and how much TIME you spend from start to finish. We have all beenthere too.

We can go on and describe the feelings that go with it, or we can make you the owner of YOUR time with room presence.

WELCOME!

It i1 s with great pleasure we present to you with the tool

NOTE: For purposes of abbreviation we may refer to the application room presence simply as RP.

t hat



The purpose of this tutorial is to help you setup and integrate an existing email service with

our meeting rooms® management software.

The following steps are as-is in the room presence software and also in Office 365. We are building up on the presumption that,

at certain point, you have a system with users and resources available to be synced with RP.

If not, you canrefer to the last section to help you create them on Office 365.



STEP 11 GENERAL SETTINGS

1. Go to https://[vourcompanyname].roompresence.com/ and login with your admin credentials:

a. Email

b. Password

22After successful l ogin, you wil/ be taken to the pl at sebup RPferyolricompanyasd ep s :
to taste. Take special care since these wild/l be the pl angfdetalsnds gener al sett
a. Company6s name
b. Language d for now, we have available English, Portuguese and Spanish;
c. Timezoned when your main office might be in a different location from where you are;
d. Date Formatd change the dateés format to one you are better used to;

e. Hour Formatd 12 or24h format.

Take the time now to make sure you have on your Office 365 account the contacts and emails of users and resources. If you need help, you may refer to

the last section of this tutorial to help you setup meeting rooms calendars.


https://roompresence.com/

STEP 217 EMAIL/CALENDAR SETTINGS

Step 2 is important to set up the email 6s client c¢onnec teihave deyelopedintegratonm pr e s €
wi th all/l main solutions alongside authorizing userso6é6 Calendars individually
The approach is quite simple but not as forthright as it may seem. No worri

2.1 Create an Azure Directory application

Go ahead and input your Office Email: Thi s i s your adminbés main account, and it is a registered

It should look like:

Office Email &



STEP 217 EMAIL/CALENDAR SETTINGS

Second of all, make sure you have

signing in to the Azure portal.

a. SelectAzure Active Directory on your Azure menu.

an

Azur e

ADO6 s

Mew

Dashboard

All resources

Resource groups

App Services

SOL databases

B virtual machines
=

Storage accounts
Virtual networks
& Azure Active Directory

Q- Monitor

an

veri fy

t

hi


https://portal.azure.com/

STEP 217 EMAIL/CALENDAR SETTINGS

b. SelectApp registrations. c. SelectNew applicationregistration.

+ Mew application registration || := Endpoints X Troubleshoot

D Overview
7 Quick start d. Provide a name and URL for the application. Select Web
app/APIfor the type of application you want to create.
MAMAIGE
= Mame @
#  Users and groups
| roompresence u’|

¥ Enterprise applications Application type @

B Devices (Preview) Web app / API v

* Sign-on URL@

B App registrations

| ps/Ayourcompanyname.com,/ Toompresence

1 Application proxy



STEP 217 EMAIL/CALENDAR SETTINGS

e. The Sign-onURLd For A Web app/ APl 0 applications, 1t iIs needed the bas

application.

Example: https://[yourcompanyname].com/roompresence

Resource €

https./fyourcompanyname.com,/rToompresence


http://about:blank

STEP 217 EMAIL/CALENDAR SETTINGS

2.2 Get application and Tenant's ID

a. When programmatically logging in, you need the 1D for your application.

To getit, go to App registrationsin Azure Active Directory and selectyour application's name which you created onstep 2.1.

+ Mew application registration E Endpoints X Troubleshoot

To view and manage your registrations for converged applications, please visit the Microsoft Application

Console.
example-app ¥ | | Myapps i
DISPLAY NAME APFLICATION TYPE  APPLICATION ID

example-app Web app / API Obab1785-e7h9-4526-8049-84c...



STEP 217 EMAIL/CALENDAR SETTINGS

b. Copythe Application ID. c. Store this code on the field of the same name. The values
we presentare example but it generally should look something

like this: XXXXXXXXX-XXXX=XXXX=XXXX-XXXXXXXXXXXX

example-app

Registered app

£F settings " Manifest [ Delete Appli-:atinn D&

Essentials

| — ek to ofy oba61785-67b9-4526-89d9-84c41125¢f20
Display name Application ID
example-app I 9ba61785-e7h9-4526-80d9-84c4 112524y
Application type 3
Web app / API Dedasdfs-d74b-4714-a17h-4439814f2224
Home page Managed application in local directory
https://contoso.org/exampleapp example-app

All settings =¥



STEP 217 EMAIL/CALENDAR SETTINGS

W Overview
Azure microsof _
. ry Quick start
d. You will also needto passthe
tenant's ID forauthentication MANAGE
|
request processes. e & Users and groups
Dashboard i  Enterprise applications
To getit, go once more to the All resources B Devices (Preview)

Azure Active Directory. Resource groups B App registrations

I
-

Application proxy

App Services
SOL databases N
Azure AD Connect
B virtual machines .
e. SelectProperties for = Domain names

B Storage accounts your Azure AD tenant. Mobility (MDM and MAM)

Virtual networks | Company branding
& Azure Active Directory £ User settings




STEP 217 EMAIL/CALENDAR SETTINGS

f. Copy the Directory ID. This value is your tenant's ID.

Country or region
United States

Location

Asia, United States, Europe datacenters

Motification language

| English w

Global admin can manage Azure Subscriptions

| == | MNo |

Directory 1D

00000000 - 300010000 - }000 - }000000000000 E



STEP 217 EMAIL/CALENDAR SETTINGS

2.3 Updating an application

Once your application has been registered with Azure AD, it needs to be updated to provide access to web APIs, be made available in other organizations,

and more.

Since room presence needs to read calendar information about the user from Office 365, that user is required to consent to the client application first. We

wi || now help you set up the application so you don6ét need to do an app con

a. Clickthe Azure Active Directory service,on App registrations, then find/click your previously created application. You are taken

to the application's main registration page, which opens up the Settings page for the application.

R

¥ settings | # Manifest [ Delete

Display name Application ID

rocmpresence 39f7742d-6014-4fa6-a003-1c5a57004a0
Application type Object 1D

Web app / API 48730bde-badb-4181-9327-9b56f9a048d1

Home page Managed application in local directory

e F i o S e = E e S e S S e T N e T a1 -1a ]



STEP 217 EMAIL/CALENDAR SETTINGS

# Settings ,f‘ Manifest [ Delete

Essentials

Display name
Wpp.roompresence.com
Application type

Web app / API

Home page
https://wpp.roompresence.com

Application 1D
2e5cdbe3-9¢57-4124-baf0-57b9705b6d28
Object ID
acf407ed-1c98-4d2c-a300-b237ecd 13b06
Managed application in lecal directory
WpRp.raeompresence.com

All settings =»

@)
jab)
-]
(¢

L Filter settings

mpty

GEMERAL

'I!' Properties >
‘= Reply URLs >
;ﬁ Cwners >
API ACCESS

+ Required permissions >

Keys >

TROUBLESHOOTING + SUPPORT

K Troubleshoot >

& New support request >

b ox

page



STEP 217 EMAIL/CALENDAR SETTINGS

c. Input the values as below and click Save:

https://[yourcompanynamel.roompresence.com/account-configs/officeRedirect

https://[yourcompanyname].roompresence.com/api/calendar/subscription/webhook

|| https://[yourcompanyname]. roompresence.com/account-configs/office Redirect/ n van

|| https://[yourcompanyname] roompresence.com/apifcalendar/subscriptionfwebhook n .



http://about:blank
http://about:blank

STEP 217 EMAIL/CALENDAR SETTINGS

add

To do so, clickthe Required Permissions sectionon the Settings page.

d. Now weol | the value permissions per se

_." Manifest [ Delete

Display name

roompresence

Application type

Web app / API

Home page
https://nomedaempresa.com/roompresence

Application ID
61564833-edb3-4d28-a43b-1215a0f3776f

Object ID
b567460c-a643-4c7a-8451-2e31e17d382c
Managed application in local directory
roompresence

e

;) Filter settings

GEMERAL
'"I' Properties >
‘= Reply URLs >
;,ﬁ Owners >
API ACCESS
..4%. Required permissions >

Keys >

%k Grant Permissions

o= Add

APl APPLICATION PERMI... DELEGATED PERMIS...



STEP 217 EMAIL/CALENDAR SETTINGS

e. Click the Add button.

f. Click Selectan API to selectthe type of

2 Microsoft Graph

Microsoft Rights Management Senvices (Microsoft Azure RMS)

W e e = 9
k

resources we need to fully integrate room

presence. o I ‘ e
-

g. Browse through the list of available APIs, or .

use the search box, to selectfromthe available ;

resource applications. Click the resource, then .

click Select.
Start by adding the Microsoft Graph APlon the

list as depicted on the image to the right.



STEP 217 EMAIL/CALENDAR SETTINGS

h. You're taken to the Enable Access page. Selectthe Application Permissions and then the Delegated Permissions' boxes

and click Select to apply to your application.

o add o Grant permissions v | reanan users relevant peopie 1ists w res
Select an API v
| Read all users' full profiles @ ves
Microsoft Graph
At APPLICATION PERMI... DELEGATED PERMIS...
/| Read all user mailbox settings @ ves
Windows Azure Active Directory o 7
2 Select permissions > | Readall usage reports @ Yes
39 roles, 87 scopes
/| Read all OneNote notebooks @ ves
| Read all identity risk event information © ves
| Read all hidden memberships @ Yes
| Readall groups © ves
| Read a limited subset of the organization's roster @ ves
| Manage education app settings @ ves
| Invite guest users to the organization @ ves
/| Have full control of al site collections @ ves
| Create, edit, and delete items and lists in all site collections © ves

T REQUIRES ADMIN

| Access directory as the signed in user @ ves
| Access mailbores via Exchange ActiveSync ©No
| Access users data anytime & no
| Communicate with user devices @ no
/| Create user OneNote notebooks ©No

all site collections © No

| Create, edit, and delete items and list

| Create, read, update and delete user tasks and projects & no




STEP 217 EMAIL/CALENDAR SETTINGS

I Repeatstep g. through i. to add the APIs Office 365 Exchange Online, Office 365 Managementand Windows

Azure ActiveDirectory.Doit one by one, just to be safe )

;] When you are done, t heshopldlookilkethision | i st dés detail s

Required permissions

+ Add < Grant Permissions

APl APPLICATION PERMI... DELEGATED PERMIS...
e eee -
' Microsoft Graph 21 52 '
__________________________________________________________________________________________________________ H

Office 365 Exchange Online ] B

Office 365 Management APls 7 0

Windows Azure Active Directory 0 4



STEP 217 EMAIL/CALENDAR SETTINGS

2.4 Configuring an application to access web APIs

Dondét give up on us, we are nearly there! Access scopes aSON filerthatlrepeserdsr e e X p 0 S
your applicationbés identity configuration. Al though this might sound eeri e,
a.Go back to room preseiGeneratekely.i rst steps and click




STEP 217 EMAIL/CALENDAR SETTINGS

b. This will generate a JSON key, likewe 6 ve menti oned before.

A

“customKeyldentifier”: "0dBo7D6mVMHITfZIHI7WHhy+e9E=",

“keyld™: "564b217f-97d4-4b6f-8b3d-693a9a84d07d",

“type": "AsymmetricX509Cert",

“usage": "Verify",

“value™: "MIID5DCCAsygAwIBAgIBADANBgkghkiGIwOBAQUFADCBIELMAKGA1UEBhMCWFgx\nDjAMBgNVBAgMBYNOYXRIMRY wFAYDVQQHDA1Tb21IdZhlemVDaXR5MQ8wDQYDVQQK\NDAZNeVNIbGYxETAPBgNVBASMCFdoY XF

3

c. Copythe key and head back to our Azure Active Directoryd s 0 ApptRégestrations.



STEP 217 EMAIL/CALENDAR SETTINGS

d. You are taken to the application's main registration

roompresence

Registered app

page, which opens up the Settings page for the

application. Switch to the Edit manifest page, by L+ settings | # Manifest | @ Delete

clicking Manifest from the application's registration Display name Application ID )
rocmpresence 61564833-edb3-4d28-a43b-1215a0f3776f

page. Application type Object ID
Web app / API b56T460c-a643-4cTa-8451-2e31e17d382¢c
Home page Managed application in local directory
https//nomedaempresa.com/roompresence roompresence

A web-based manifesteditor opens, allowing you to Edit
the manifestwithin the portal. Optionally, you can click
Download and edit locally, then use Upload to re-apply

it to your application.



STEP 217 EMAIL/CALENDAR SETTINGS

e. Find the key named keyCredentials and paste the generated JSON between the two brackets|[ ].
It should look like this:

> wpp.roompresence.com > Edit manifest

New X Discard  #F Edit A1

Dashboard 1 "
2 "appId": "2e5c4be3-9c57-4124-baf@-57b9705bh6d28",
3 "appRoles": [],
4 "availableToOtherTenants": false,
5 "displayName": "wpp.roompresence.com”,
6 "errorurl": null,
7 "groupMembershipClaims": null, —
8 "optionalClaims": null,
9 "acceptMappedClaims": null,
10 "homepage": "https://wpp.roompresence.com",
11 "identifierUris": [
12 "https://pingwlt.com/822d2dae-6dle-441d-841d-6df4171fcbee"
13 1,
14 "keyCredentials": |[[{
15 "customKeyIdentifier": "4Q6tzISOF5QLEWGIgWHPSASIeNY=",
16 "keyId": "ee3dofd7-ae5f-4d3e-a327-afb898707180",
17 "type": "AsymmetricX509Cert",
18 "usage": "Verify",
19 "value": "MIIDSDCCAsygAWIBAgIBADANBgkghkiGOw@BAQUFADCBI jELMAKGATUEBhMCWFgx\nDjAMBgNVE
Storage 5 20 [l,
21 "knownClientApplications™: [],
Virtual net 5 22 "logoutUrl": null,
23 "opauth2AllowImplicitFlow": false,
S At T 24 | "oauth2AllowUrlPathMatching": false,
i 25 "oauth2Permissions": [

26 {



STEP 217 EMAIL/CALENDAR SETTINGS

f. Next, press Save and you are very much close to set on your very own application with Microsoft!

g.Let6s cel ebrat e bv/glidggaSethngsvgh itchhe wiultlt oonbt ai n the final

/authorize endpoint.

{

"customKeyldentifier”: "54XdaeBtGQeP5nE7hky00Znl4sY=",

"keyld™: "e7eec082-85bb-4984-a8d7-361cf52cccf6”,

“type”: "AsymmetricX509Cert",

‘usage”: "Verify”,

“value™: "MIIDSDCCAsygAwIBAgIBADANBgkghkiGIwOBAQUFADCBIELMAKGA1UEBhMCWFgx\nDjAMBgNVBAgMBVNOYXRIMRYwFAYDVQQHDA1Tb21Id2hlcmVDaXR5MQ8wDQYDVQQK\NDAZNeVNIbGYXETAPBgNVEAS MCFdoY XF

3

h. If needed, Azure AD will promptyou to login again, input the admin email and click Sign in.

aut hor

zat



STEP 217 EMAIL/CALENDAR SETTINGS

. This determination i s based
administrator granting the application's consent. Azure
AD will promptthe admin for consentand displays the

required permissions it needs to function.

The set of permissions that are displayed in the
consentdialog match the ones selected in the
Delegated Permissions inthe Azure portal.

J. Acceptand go back to room presence.You are set!

k. Finally, push Next and you are done!

o

s Use Exchange Web Services with full access to all mailboxes @
* Read and write user calendars @

* Read user calendars @

s Read and write user and shared calendars @

* Read user and shared calendars @

* Read service health information for your organization @

» Read activity data for your organization @

* Read DLP policy events including detected sensitive data @
» Read threat intelligence data for your organization @

* Read activity reports for your organization @

* Read threat intelligence data for your organization @

» Read activity reports for your organization @

s Access the directory as the signed-in user @

* Read directory data @

» Read and write directory data @

* Sign in and read user profie @

You're signed in as: roompresence @ pingwlt.com (admin)

If you agree, this app will be granted the specified application
permission(s) to resources belonging to all users in your
organisation, and delegated permission(s) to resources
belonging to the signed-in user. More details

cac




STEP 31 IMPORT USERS

If what you have done so far is correct we should now have a list of users whose accounts will be imported and synced with room presence. The default
permissionto all new users is User d Get Together 8 this means that your users will all have access to the calendar at first, but you may set up other

permissions here (press the pencil) or do so later on the platform.

Company Settings Users Buildings Rooms
NEW USER ©
Name Email Occupation User type

Admin

T “
Search for... Import meetings

Show entries

Permissions Occupation

Adriano Hora & adriano.hora@pingwlt.com Admin & Technical # i

Alexandra Pires & alexandra.pires@pingwlt.com User - Get Together & Employee & i

Ana Figueiredo & ana.figueiredo@pingpost.pt Admin & Developer & i



STEP 31 IMPORT USERS

Other permissions, per authority level, include:

1. Userd Get Together, has access to menus: Calendar and Timetable + Book Meeting, itis where the main action takes place. Any user will be able
to schedule meetings, allocate tasks, etc.;

2. Userd How-Much, as the name indicates, the user will have access to the How-Much menu where a list of meetings, general statistics of
attendance and resourcesod wusability are availabl e;

3. Manager, this user is usually assigned to a department/group and has access to the configuration tables 8 he may edit/add or remove a profile of
user, cast him to a group where he is in charge;

4. Admin, has full access to all menus and tables. This user may assign managers, customize roles and sync/import meetings of a particular user;



STEP 31 IMPORT USERS

You may want to customize roles straight away, if you have in mind the full organization of your company, or you just set up a few managers and have

them do the heavy work. Anyway, i tdéds your platform and itds up to you when

Other customizable features here include quickly remove a user, add a new one, edit a hame or an occupation, etc.

NOTEThe only immediate non-editable field is the email since it was imported from your email database.

| mport User so Meetings

At this point, you may want to | mpmport megetngs buterer s6 meeti ngs by referring to t

Import meetings



STEP 31 IMPORT USERS

A pop-up window will show where you choose the time interval from which you want to import e v e r y sm@eéngss

November 2017

15 16 17 18

22 23 24 25

29 30 1 2 IMPORT MEETINGS

6 7 9

Clear

11/10/2017 12/10/2018




STEP 31 IMPORT USERS

Note that i mporting your company6és meetings means transferring a big sum of

Push Import, and we will be as soon as possible.

You may also import meetings individually, by selecting one or more targeted users, later on the assigned menu (Import Office Users) at the platform.

YOUR MEETINGS WILL BE IMPORTED SHORTLY

Thank you

Cancel import




STEP 41 ADD BUILDINGS

No w, for a meeting to take place | etds add its physical |l ocati on.
Itos not i mpleyroautri vbeuitlodiandgs now but, since your meeting rooms are to be pla

together.

Company Settings Users Buildings Rooms

4. COMPANY BUILDINGS

PING LISBOA ]

PING PORTO s

=[]

EDITING PING PORTO®

Name

Ping Porto
Address Postal code

Rua da Lionesa, 446 - Ed.G1 4465 671
Country Country /Province /Region City

Portugal A select state - v
Local Village , Apartment, Floor, etc. Phone

- Lega do Balio N - 226107136

Users

0 users added to this building



STEP 41 ADD BUILDINGS

RP has everything you need to manage all meeting facilities in
your company from here to the other side of the world. And step
4 gives you the opportunity to assign users to different buildings
so that you can book whichever meeting rooms are closest to

whichever two are meeting.

Push the Add users button which will open a new pop-up
window. You will see the users list where you may assign that
| ocationbs rel at Addl and §nsmaeDdng pr e <
If you prefer to have an online meeting, which is roomless but,

only because Tom from Macau is never around we also have the

settings for you.

Search for...

Show EI entries

Adriano Hora

Alexandra Pires

Ana Figueiredo

Ana Figueiredo

André Batista

Angela Rodrigues

Antonio Azevedo

ed to this building

adriano.horaj@pingwlt.com

alexandra.pires@pingwlt.com

ana.figueiredo@pingwlt.com

ana.figueiredo@pingpost.pt

andre.batista@pingwlt.com

angela.rodrigues@pingwlt.com

antonio.azevedo@pingwlt.com

Permissions

Admin

User - Get Together

User - Get Together

Admin

Admin

Admin

User - Get Together

Occupation

Technical

Employee

Employee

Developer

Technical

DAF

Employee



STEPS1T ADD MEETING ROOMS

Remember Tom from Step 47

Well, RP is bundled with your prepaid definition rooms but you might still want to configure and custom make them to your needs.

We suggest creating runner talks and online meetings as described in the last section of this tutorial, as these will not need a reference (a viewbox) to

the existing spaces on your company. NEWMETING ROoM @
Name
Capacity Typology
4s!am S Meeting Room
Auditorium
Share rooms with other companies of View-box link © Training Room
the same group on the field of the Boardroom
same name. Serum Spot
Building Building floor
These meeting rooms will be visible at Ping Lisboa ~  Flooro .
booking by the sharing entities but the Share room with
rooms' settings are defined on the Select one or more companies
creating company's side of the platform. Resources
v Computer Projector Whiteboard
Laser Pointer Wi-Fi Paperboard Coffee
AjC Telephone Telepresence

Save new room



STEPS1T ADD MEETING ROOMS

| say 8 make me a coffee room, as large as 100 peopleinld and dondt forget to assign someituetsus.dfyooes and t

wish, upload a nice image to that room so itis easier to identify it.












