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EVOKO ROOM MANAGER Setup for Office 365 Version 1.3

1. Introduction

The Evoko Room Manager is a system for booking and managing rooms. The Evoko Room Manager
is mounted outside the room and display the booking status on beautiful touch-sensitive screens,
the red or green background illumination of the screen allows you to see at a distance whether or
not the room is free.

You book meetings just as you have always done in MS Outlook. The Evoko Room Manager also
makes it possible to create and manage bookings directly on the touch-sensitive screen.

Please watch the short interactive User Guide at www.evoko.se/userguide to see how it works!
We recommend that you watch all of the chapters before starting the installation.
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Setup and configure Configuration in the Upload configuration to
accounts in Office 365. Evoko Control Panel. Room Manager via USB.

The different types of accounts

No. of
Account use Account type accounts Comment

Room Admin User Mailbox 1+x/9  This account is used to manage the Room accounts®

account® and is needed since resource accounts can't manage
themselves. Up to 9 resources per room admin account
is what we recommend and this is due to Microsofts
default throttling policy of concurrent connections.

Remote Management User Mailbox 1 This account is used for the EVO features (Remote

account® Upgrade / Monitoring / Statistics). Since a large number
of emails are processed through this account it is
important that it is a dedicated account only used for
this purpose.

Room Resource / X The email addresses for these accounts is what will be

account® Room Mailbox used to book the meeting rooms. Resource accounts
don’t have any passwords and cannot exist on their own
as they need to have one or more Admin accounts to
access the resource. The Room admin account® has to
be granted “Send on behalf” and “Full access”
permissions to its belonging Room accounts®.

x = the number of meeting rooms with a Evoko Room Manager

The accounts are numbered for your convenience. Later on in this guide, you will need these accounts.
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EVO functionality (Remote upgrade, Monitoring, Statistics).

When using the EVO features, you will be able to upgrade the Room Managers remotely instead of using a
USB-stick, you can monitor and extract valuable statistics from the Room Managers via the Evoko Control
Panel.

Allinformation/data regarding the EVO features is sent and received through a user account dedicated to the
EVO features which we call a "Remote Management account?”. It's important NOT to use an actual user
account for the EVO features since this account will receive a large amount of emails and interference with the
account/emails could compromise functionality.

When doing a remote upgrade, the Remote Management account? will send out an email to each Room
Managers Resource account®® with several zip file packages that together contains the upgrade. When the
email is received by the Resource account®, the Room Managers will start to upgrade themselves (one per
minute, to limit the pressure on the email server), once the upgrade is completed the Room Manager will
reboot.

The Room Managers status can be monitored via the Evoko Control Panel under the tab "Monitoring”.
Depending on your configuration, each Room Manager will send an update [email) to the Remote Management
account® each 15 min, 1 hour, 3 hours and 1 day which later will be read by the Evoko Control Panel.

Under the tab “Statistics” in the Evoko Control Panel a document [.xlxs) containing raw data/statistics of your

rooms can be exported. Each Room Manager will report (email) its statistics each day prior to going into sleep
to the Remote Management account® which later will be read by the Evoko Control Panel.
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Create a Room Admin account

1. Go to: https://login.microsoftonline.com and login with your Office 365 Admin account.

admin@evoko.se
(LI LR T )

"] Keep me signed in

2. Goto "Admin".

Office 365 Home

“ Sl EBla|l|~
o s
Outlook Calendar MNewsfeed OneDrive Sites Tasks

Word Online Excel Online

My apps

3. Click on "Add new users”.

Office 365

Office 365 admin center «

Search users, admin tasks ar p

Manage your organization

DASHBOARD

SETUP

setup
USERS

-

Users anda groups

Set up your services

COMPANY PROFILE Activate Yammer Enterprise Reset user passwords

o Assign user licenses
CONTACTS
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EVOKO ROOM MANAGER

Setup for Office 365 Version 1.3

4.

5.

Fill in name, display name etc, for your Room Admin account!” and assign a license which includes

email and calendar, then press “Create”.

Create new user account

First name Last name

Reoom Admin 1
* Display name

Room Admin 1
* User name

room_admin_1 @ | evokose T
Auto-generated password | Type password
stong

[[] Make this user change their password with Outlock
Web App on next login.

* Email password to the following recipients

admin@evoko.se

Select licenses for this usen

Office 365 Business Premium license will be assigned to
this user.

Cancel

Should look like this once the user is created.

o User Room Admin 1 created

successfully!

User name room_admin_l @evoko.se
Passworc: [ RN
License; Office 365 Business Premium

Note: If you need to create multiple Room Admin accounts!V due to amount of rooms, then simply
repeat step 2.3-2.5. A ratio of 9 Room accounts® per Room Admin account!V is what we recommend.

o) www.evoko.se
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Create a Remote Management account
(It you're going to use the EVO tunctionallity)

1. Go to: https://login.microsoftonline.com and login with your Office 365 Admin account.

admin@evoko.se

[C] Keep me signed in

2. Goto "Admin”.

2 Office 365 Home

ni
Outlook Calendar

Word Online Excel Online

3. Click on "Add new users”.
= Office 365
Office 365 admin center  «

Search users, admin tasks ar p

Manage your organization

DASHEOQARD
SETUP

setup users and groups

b USERS

Set up your services . i

COMPANY PROFILE Activate Yammer Enterprise Reset user passwords
Assign user licenses

COMNTACTS
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4.

5.

Fill in name, display name etc, for your Remote Management account? and assign a license which

includes email and calendar, then press “Create”.

Create new user account

First name Last name

Remote Manager

* Display name

Remote Manager

* User name

remote_manager @ | evokose r

Auto-generated password | Type password

[ Make this user change their password with Cutlock
Web App on next login.

* Ernail password to the following recipients

admin@evoko.se

Select licenses for this user:

Office 365 Business Premium license will be assigred to
this user.

Should look like this once the user is created.

o User Remote Manager created
successfully!

User name  remote_manager@evoko.se

Passworc: |

License: (Office 365 Business Premium

8 www.evoko.se
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Create a Room account (Resource account)

To create a Room account® you need to access the “Exchange admin center” in Office 365.

This is easily done by entering https://autlook.office365.cam/ecp/ in your browser while you're logged in
with your Office 365 Admin account. The "Exchange Admin Center” can also be accessed through the
“Office 365 Admin Center” side menu, please view step 1 below for clarification.

1. Click on Admin=>Exchange in the "Office 365 2. Under “recipients” click on “resources”.
admin center” sidemenu. ..
recipients
- . mailboxes
=2 Office 365
groups
Office 365 admin center « resources
contacis
Search users, admin tasks ar p chared
migration
DASHEOARD
SETUP 3. Press add and choose “Room mailbox”.
» USERS -+~ P2 e

COMPANY PROFILE

Room mailbox

COMTACTS Equipment mailbox

SHARED MAILBOXES

GROURPS 4. Fillin Room Name, mail address, location etc.

o Press “Save” to create the room/resource
DOMAIMNS
*Room name

T WERSITE
PUBLIC WEBSITE Example Room

p BILLING *Email address
b EXTERNAL SHARING exampleroom @ | evokose
b SERVICE SETTINGS Location:
5E-Stockholm-32-5
REPORTS
Phone
¢ SERVICE HEALTH
i b
» SUPPORT Capacity:
5
PURCHASE SERVICES
MESSAGE CENTER SaVE e

TOOLS

4 ADMIN

Exchange

www.evoko.se
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5. Doubleclick on the Room account®, OR mark it and press edit.

+-[Fla p 2 -

DISPLAY MAME ¥ | MAILBOX TYPE EMAIL ADDRESS

Example Room exampleroom@evoko.se

6. Go to "mailbox delegation”.

Example Room

general

booking delegates
booking aptions
contact information
email address
MailTip

|mailbox delegation|

7. Under section "Send on Behalf", press add.

Send on Behalf

The Send on Behalf permission allows the delegate to
send email on behalf of this mailbox. The From line in
any message sent by a delegate indicates that the
message was sent by the delegate on behalf of the
mailbox owner.

+|—

8. Add your Room Admin account!, then press “ok".

DISPLAY NAME & | EMAIL ADDRESS

Room Admin 1 room_admin_1@evoko.se

1 selected of 1 total

m Room Admin 1[remove];
_—— e
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9. It should look like this when you come back.

Send on Behalf

The Send on Behalf permission allows the delegate to
send email on behalf of this mailbox. The From line in
any message sent by a delegate indicates that the
message was sent by the delegate on behalf of the
mailbox owner.

+ —

DISPLAY MAME Y

10. Scroll down to “Full Access”, press add.

Full Access
The Full Access permission allows a delegate to open
thiz mailbox and behave as the mailbox owner.

+|—

11. Add your Room Admin account!”, then press “ok”.

DISPLAY MAME & | EMAIL ADDRESS

Room Admin 1 room_admin_1@evoko.se

1 selected of 1 total

m Room Admin 1fremove];

Il www.evoko.se E\/O KO



EVOKO ROOM MANAGER Setup for Office 365 Version 1.3

12. It should look like this when you come back.

Full Access
The Full Access permission allows a delegate to open
this mailbox and behave as the mailbox owner.

+ -

DISPLAY MAME -

13. Go to "booking delegates”.

Example Room

general

booking delegates

booking options
contact information
email address
MailTip

mailbox delegation

14. Please make sure that the Room account® is configured to “Accept or decline...” and that the
belonging Room Admin account” is added as a delegate.

Booking reguests:

I'é* Accept or decline booking requests automaticallyl

i) Select delegates who can accept or decline booking
requests

Delegates:

Note: If you would like to create several Room accountst® simply repeat step 4.3-4.14.
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15. Optional room settings: Click on your profile in the upper right corner, then press “Another user...”
(Can only be accessed from within “Exchange Admin Center”).

EEIE

Admin
admin@evoko.se

change

About me

Sign out

Another user...

16. Choose your Room account®, then press “ok”.

DISPLAY MAME & | EMAIL ADDRESS

Example Room examplercom@®evoko.se

ok || cancel

17. Under “options"=>"settings” you will find multiple settings for your Room account®,

options

groups

site mailboxes

settings

EVOKO



EVOKO ROOM MANAGER Setup for Office 365 Version 1.3

5.Contiguration via Windows Powershell (Optional)

Some Optional settings cannot be configured in the Office 365 GUI and has to be configured through
Windows PowerShell. If you haven't installed Windows PowerShell on your computer, the software can
be downloaded from here.

1. Launch Windows Powershell and run the software as administrator.

2. Start of by inserting the following command into Windows Powershell:

$livecred = get-credential

3. Awindow will

popup requesting credentials, provide your Office 365 Admin account credentials.
o] i

%

Supply values for the following parameters:

User name: £ admin@evoko.se

Password: I

4. To proceed, please insert the following commands:

$Session = New-PSSession -ConfigurationName Microsoft.Exchange -ConnectionUri
https://ps.outlook.com/powershell/ -Credential $livecred -Authentication Basic -AllowRedirection

Import-PSSession $Session

5. Run the command(s) and replace exampleroom@evoko.se with the address for your Room account®.

Commands

Set-CalendarProcessing exampleroom@evoko.se -AddOrganizerToSubject $False -DeleteComments $False -DeleteSubject $False
This command removes the organizer from the subject, leaves the comments in the meeting and does not remove the subject line of the meeting.

In case the Room Manager is configured to display the meeting subject however end up displaying the meeting organizer instead of the subject, then
running the following command is likely to resolve the issue.

Get-mailbox exampleroom@evoko.se | Set-CalendarProcessing -ProcessExternalMeetingMessages: $true

This command allows for booking of the resource from external parties.

Set-CalendarProcessing exampleroom@evoko.se -RemovePrivateProperty $false

This command defines that any private flag of the appointment is not removed which means that private flagged appointments subject will not be
displayed on the Room Manager once executed.

14 www.evoko.se E\/O KO
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6.Configuration via the Evoko Control Panel

Tip: press the ®—button to receive further information on each step during your configuration.

1. Download and install the Evoko Control Panel. The software is available at our website.

2. Launch the Evoko Control Panel.

Al

(Sl ies)
LSCTILIT
EATE]

3. Choose “Office 365" as your mail server, enable "EVO functionality” if you would like to use the EVO
features (remote upgrade, monitoring, statistics) and have setup a Remote Management account®.

: : 22 p A ot
- Office 365 - ] - &3 Exchange’ ews
Exchange Server 12 Exchange Serversmo Server 2007
|:,1 Wicroacft: i ’; ' Mcromat O
3 Exchange’ webbav GO O l_e &7 Exchange Server 2003
‘ Server 2007 Apnsg A E=HDomino

Enable EVO functionality

4. Click on “Continue to connectivity settings” in the bottom right corner to continue.

< Continue to connectivity setlings D

5. Fillin your Office 365 mailserver address, we're going to use “outlook.office365.com” for our setup.
If you're unsure which address to use feel free to use the "Autodiscover” feature.

] Merasalt

Connectivity settings for: -3 Office 365

Use Autodiscover to find your MS Exchange server?

(Fecommended option is "Yes") @
O Yes © No

Protocol Office 365 server

hitps:f  » outlook.office3d65.com @ @

( Test connection ) Connection successfully tested.

EVOKO
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6. Optional: Test your accounts for functionality.

e<t account on this senve

Office 365 Room Admin account

room_admin_1@evoko.se ( Test SendOnB-eharr> e @

Office 365 Room Admin password

( Test user ) ® 0

Office 365 Resource account email

exampleroom@evoko.se ( Test mailbox ) e @

Connection successfully tested.

e Office 365 Room Admin account - Fill in your Room Admin account!’.
o  Office 365 Room Admin password - Fill in your Room Admin account! password.
o Office 365 Resource account email - Fill in your email-address to your Room account®.

7. Click on "System properties” in the bottom right corner to continue.

( System properties D

8. Choose your “Time format”.

Time format: )12 Hrs @ 24 Hrs

9. Choose the language which will be displayed on the Room Manager.

Evoko language: English =

10. Optional setting: Enter the name of your Organization.

Organization: Evoko Unlimited AB

11. Enter the email-address to your System Administrator.

System admin e-mail; admin@evoko.se

12. Choose a system Admin PIN code, the code is used to access the Admin menu on the Room Manager.

System admin PIN code: *® Kk Kk *®

13. Add one or two email-addresses to the “Facility manager”.

Facility manager e-mail 1 facilitymanager@evoko.se

Tt et T
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14. Choose a Facility manager PIN code, the code is used to access the Facility manager menu on the
Room Manager.

Facility manager PIN code: * R R %

15. Fillin your Remote Management account account?.
Femote Management user:
remote_manager@evoko.se

Femote Management password:  *eeesssss
. e
Remote Management email: remote_manager@evoko.se @ [ Test )

Remaote monitor update duration: Every day &

e Remote Management user - Fill in the email-address for your Remote Manager account?.

e Remote Management password - Fill in the password for your Remote Manager account?,

e Remote Management email - Fill in the email-address to your Remote Manager account®.

e Remote monitor update duration - (This sets how often each Room Manager send email-
reports for the monitoring feature).

16. Add a unique “Security key” [Max 16 characters).

Security key: demoevoko

17. Choose if you want the Room Manager always on or set by time.

Always on: ) Yes @ Mo
Wake up time: 07:00 -
Go to sleep time: 19:00 -

18. Choose your Time zone at the Room Manager unit location.

Time zone: (UTC+01:00) Amsterdam, Berlin, Bern, Rom, Stock «

19. Optional Setting: Assign one or multiple NTP-servers, separate the servers with a comma.
NTF Servers:

20. Click on "Admin credential” in the bottom right corner to continue.

( Admin credentials b)

21. Click on button “Add users”.

G— Add users )
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22. Add your Room Admin account(s).

Username: reom_admin_1@&evoko. Password: eesssssss Q

23. Click on "Room dashboard” in the bottom right corner to continue.

( Foom dashboard D

24. Click on "Add group” to create a group.
Add new group:

(e )

25. Choose method to add a room, for this guide we’ll go with “Quickly”.
Add new room:

<+ Cickly ) G Step by step )

26. Fill in Room Name, “Office 365 Admin account” and “Office 365 Resource account email”®.

Group name Foom name Server settings
Example Office 365 Room Admin account
Group

- Example Room oot TR

Time zone: Office 365 Resource account email

(UTC+01:0 « exampleroom@evo 9

b4

27. Fillin the amount of seats in the room and choose the room facilities.

Faciliies
cccmm= B 0 G ¢ oEHO (O

> M O MO O®OM O
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28. Enable the optional features that you would like to configure your Room Manager with.

Oplional features on Evoko screen

[C]] Book meating [E] End mesting [C]] Display Subject [C]] Display Organizer

[[] Reportissue  [[]] Extend mesting [C]] Confirm Mesting [ 15 min Confirm Reminder

Features: Book meeting Extend meeting End meeting
Report issue Display Subject Display Crganizer

[ Confirm Meeting| 15 min Confirm Reminder

e Book meeting - Enables the user to book a meeting on the Room Manager.

e Extend meeting - Enables the user to extend a meeting on the Room Manager.

e End meeting - Enables the user to end a meeting on the Room Manager.

e Report issue - Enables the user to report any of the chosen facilities.

o Display Subject - Enables the subject of the meeting to be displayed on the Room Manager.

e Display Organizer - Enables the organizer of the meeting to be displayed on the Room
Manager.

e Confirm Meeting (5-30min) - Enables a check in feature which will trigger a confirm/check-
in button that will popup on the Room Manager 10 min prior to the meeting start and will be
displayed 5-30 min post to the meeting start. If the confirm button isn't pressed within the
selected timeframe the meeting room will be released.

e Confirm Reminder - Enables a reminder-email which will be sent to the organizer of the
meeting. This email is triggered 5 minutes before the confirm time expires and is only sent
out if the room hasn't already been confirmed/checked in.

Note: To add several Rooms to your configuration simply repeat step 6.25-6.28.

29. Insert an empty USB-stick in your computer, max 4 GB and FAT-formatted (NOT FAT32).

30. Click on “Export to USB" in the bottom right corner to export your configuration.

( Export to USE >

Now you're done with the configuration, to proceed simply upload the configuration to the Evoko
Room Manager via your USB-stick and follow the instructions on the screen.

1Q www.evoko.se E\/O KO



Thank you for using Evoko’s Office 365 guide!

For further assistance, please contact the Evoko Support Team.

Meetings Made Magnificent



http://www.evoko.se/support/support/
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