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Think back to WHEN you want to book a 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 been there 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 is with great pleasure we present to you with the tool thatôll make you rule, meeting rooms that is, room presence!

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



INTRO

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

our meeting roomsô 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 can refer to the last section to help you create them on Office 365.



STEP 1 ïGENERAL SETTINGS

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

a. Email

b. Password

2. After successful login, you will be taken to the platformôs first steps: This is a setup page prepared in advance for you to set up RP for your company and 

to taste. Take special care since these will be the platformôs general settings. You may want to add/change any of the following details:

a. Companyôs name;

b. Languageð for now, we have available English, Portuguese and Spanish;

c. Timezoneð when your main office might be in a different location from where you are;

d. Date Formatð change the dateôs format to one you are better used to;

e. Hour Formatð 12 or 24h 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 2 ïEMAIL/CALENDAR SETTINGS

Step 2 is important to set up the emailôs client connectivity to room presence. To make our product as seamless as possible we have developed integration 

with all main solutions alongside authorizing usersô Calendars individually.

The approach is quite simple but not as forthright as it may seem. No worries, weôll guide you through, step by step.

2.1 Create an Azure Directory application

Go ahead and input your Office Email: This is your adminôs main account, and it is a registered email with your companyôs domain.

It should look like:



STEP 2 ïEMAIL/CALENDAR SETTINGS

Second of all, make sure you have an Azure ADôs access. You can verify this by 

signing in to the Azure portal.

a. Select Azure Active Directory on your Azure menu.

https://portal.azure.com/


STEP 2 ïEMAIL/CALENDAR SETTINGS

b. Select App registrations. c. Select New application registration.

d. Provide a name and URL for the application. Select Web 

app/API for the type of application you want to create.



STEP 2 ïEMAIL/CALENDAR SETTINGS

e. The Sign-on URLðFor ñWeb app/ APIò applications, it is needed the base URL where users would sign in to the web clientôs 

application.

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

http://about:blank


STEP 2 ïEMAIL/CALENDAR SETTINGS

2.2 Get application and Tenant's ID

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

To get it, go to App registrations in Azure Active Directory and select your application's name which you created on step 2.1.



STEP 2 ïEMAIL/CALENDAR SETTINGS

b. Copy the Application ID. c. Store this code on the field of the same name. The values 

we present are example but it generally should look something 

like this: xxxxxxxxx-xxxx-xxxx-xxxx-xxxxxxxxxxxx



STEP 2 ïEMAIL/CALENDAR SETTINGS

d. You will also need to pass the 

tenant's ID for authentication 

request processes.

To get it, go once more to the

Azure Active Directory.

e. Select Properties for 

your Azure AD tenant.



STEP 2 ïEMAIL/CALENDAR SETTINGS

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



STEP 2 ïEMAIL/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 availa ble 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 

will now help you set up the application so you donôt need to do an app consent user by user.

a. Click the 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.



STEP 2 ïEMAIL/CALENDAR SETTINGS

b. Click the Reply URLsoption, itôll take you to an empty box page.



STEP 2 ïEMAIL/CALENDAR SETTINGS

c. Input the values as below and click Save:

https://[yourcompanyname].roompresence.com/account-configs/officeRedirect

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

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


STEP 2 ïEMAIL/CALENDAR SETTINGS

d. Now weôll add the value permissions per se.

To do so, click the Required Permissions section on the Settings page.



STEP 2 ïEMAIL/CALENDAR SETTINGS

e. Click the Add button.

f. Click Select an API to select the type of 

resources we need to fully integrate room 

presence.

g. Browse through the list of available APIs, or 

use the search box, to select from the available 

resource applications. Click the resource, then 

click Select.

Start by adding the Microsoft Graph API on the 

list as depicted on the image to the right.



STEP 2 ïEMAIL/CALENDAR SETTINGS

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

and click Select to apply to your application.



STEP 2 ïEMAIL/CALENDAR SETTINGS

i. Repeat step g. through i. to add the APIs Office 365 Exchange Online, Office 365 Managementand Windows 

Azure Active Directory. Do it one by one, just to be safe :)

j. When you are done, the permission listôs details should look like this:



STEP 2 ïEMAIL/CALENDAR SETTINGS

2.4 Configuring an application to access web APIs

Donôt give up on us, we are nearly there! Access scopes and roles are exposed through your application's manifest, which is aJSON file that represents 

your applicationôs identity configuration. Although this might sound eerie, weôll demystify it with the following steps.

a. Go back to room presenceôs first steps and click Generate key.



STEP 2 ïEMAIL/CALENDAR SETTINGS

b. This will generate a JSON key, like weôve mentioned before.

c. Copy the key and head back to our Azure Active Directoryôs on the App Registrations.



STEP 2 ïEMAIL/CALENDAR SETTINGS

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

page, which opens up the Settings page for the 

application. Switch to the Edit manifestpage, by 

clicking Manifest from the application's registration 

page.

A web-based manifest editor opens, allowing you to Edit

the manifest within the portal. Optionally, you can click 

Download and edit locally, then use Upload to re-apply 

it to your application.



STEP 2 ïEMAIL/CALENDAR SETTINGS

e. Find the key named keyCredentials and paste the generated JSON between the two brackets [ ].

It should look like this:



STEP 2 ïEMAIL/CALENDAR SETTINGS

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

g. Letôs celebrate by pushing the button Validate Settings which will obtain the final authorization code from Azure ADôs 

/authorize endpoint.

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



STEP 2 ïEMAIL/CALENDAR SETTINGS

i. This determination is based on the organizationôs 

administrator granting the application's consent. Azure 

AD will prompt the admin for consent and displays the 

required permissions it needs to function.

The set of permissions that are displayed in the 

consent dialog match the ones selected in the 

Delegated Permissions in the Azure portal.

j. Accept and go back to room presence. You are set!

k. Finally, push Next and you are done!



STEP 3 ïIMPORT 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 

permission to all new users is User ð Get Togetherð 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.



STEP 3 ïIMPORT USERS

Other permissions, per authority level, include:

1. User ð Get Together, has access to menus: Calendar and Timetable + Book Meeting, it is where the main action takes place. Any user will be able 

to schedule meetings, allocate tasks, etc.;

2. User ð 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 resourcesô usability are available;

3. Manager, this user is usually assigned to a department/group and has access to the configuration tables ð 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 3 ïIMPORT 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, itôs your platform and itôs up to you when and where you want to go.

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

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

Import Usersô Meetings

At this point, you may want to import the usersô meetings by referring to the Import meetings button.



STEP 3 ïIMPORT USERS

A pop-up window will show where you choose the time interval from which you want to import everyoneôsmeetings.



STEP 3 ïIMPORT USERS

Note that importing your companyôs meetings means transferring a big sum of data and may take some time.

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.



STEP 4 ïADD BUILDINGS

Now, for a meeting to take place letôs add its physical location.

Itôs not imperative to add all your buildings now but, since your meeting rooms are to be placed, letôs introduce a few buildings where to keep your rooms 

together.



STEP 4 ïADD 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 

locationôs related users by pressing Add and finish on Done

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.



STEP 5 ïADD MEETING ROOMS

Remember Tom from Step 4?

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 view-box) to 

the existing spaces on your company.

Share rooms with other companies of 

the same group on the field of the 

same name. 

These meeting rooms will be visible at 

booking by the sharing entities but the 

rooms' settings are defined on the 

creating company's side of the platform.



STEP 5 ïADD MEETING ROOMS

I say ð make me a coffee room, as large as 100 people in! ð and donôt forget to assign some resources and typology, the rest leave it up to us. If you 

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








