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Microsoft Outlook

Overview

This describes the features that are available when integrating with Microsoft© Outlook®.

Supported Versions

The following Microsoft© Outlook® versions are supported.

Version Supported

-

Outlook® 2010 32bit

N

Outlook®© 2010 64bit

-

Outlook®© 2013 32bit

Outlook®© 2013 64bit

a

Outlook®© 2016 32bit

a

Outlook®© 2016 64bit

OC000000

Business Contact Manager for Outlook©

' Desktop client for Microsoft© Windows

Features
Integration with Microsoft© Outlook®© supports the features listed below:

e Directory import for contacts

e Click to dial

e Meet-Me conference creation

e Screen pop for contacts

e Automatic journal entry

e Calendar & DND synchronisation

e Business Contact Manager for Outlook

Directory import for contacts
Users can enable their Outlook® personal contacts to be linked into Phone Manager. This enables the contact to be searched
for using the Home, Telephone or Mobile/Cell numbers as well as the first, middle, last or company name fields directly from
within Phone Manager. As there can be other types of contacts shown in the Phone Manager contacts window, Outlook©

contacts are shown with a icon next to them.
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. Mitel Phone Manager G~ _ OX
Candice Langlais
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Contacts Call history
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- Neville Mayﬁr
TTT44411

Sergio Araya
535?%?5656 !
pellafong

Endpoint 1803 Agent

Once found they can then be dialled using any of the numbers associated with the contact. Clicking on the dial icon will call the
main number but any number can be selected by right clicking and selecting the relevant number to call.

1]
1]
Sun Shu (R {:\-
7774441111 = Call control 4 Dial b
= 7774441111
Gal’)i F_IShEI" Add to favourites Retrieve Voicemail 6655554444
BBETTT6666

veow . [

Frequently accessed contacts can be pinned to the Users favourites directory, by right clicking on the contact entry and
selecting Add to favourites, so that they permanently appear on the contacts tab.

/=, Only contacts in the users personal folder are available for directory searching and adding to favourites.
Click to dial

Calling a contact directly from Outlook®© is supported when using the Phone Manager Outlook© Add-In. This is installed by
default with each Phone Manager client and adds new entries to the contacts screen within Outlook®. When the contact list is
open a User can right click on a contact and select the Phone Manager menu and then select the number to call.
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Cilm | FULL MAME BUSIMNESS PHONE |MOBILE PHOME JOE TITLE COMPANY FILE A5
Click here to add a new ...
4 Company: Mitel ; 3 item(s)
= Simaon Crystal 774441111 B665554444 Mitel Siman Crystal
&3] Alberto Puga B887TTEEER RARGGGAAAA Mitel Alberto Puga
[&5]  Shana Bouchard 111222332 B Copy Mitel Shana Bouchard

2 Quick Print
(83 Forward Contact »

Create k

Phone Manager »

L cal >
s Categorize [
* FollowUp [
3 Mowve »
7% Delete

Business: 8887776666

When in the contact list or contact details view at the top the ribbon bar can also be used. From the Communicate ribbon,

select More and then Phone Manager.

-

'.hv’

Ermnail Meeting | Mare
Communica Current View

O | FuLL N Phone Manager
Click here to add a new ..,

Business; 8887776666

4 Company: Mitel: 3 item(s)

E]  MiloJoubert 7774441111 6665554444
E5  Marco Moreno 3337776666 6665554444
5  PippaCrane 1112223333 6665554444

o
-._.-'l.
I?u

Maove

Actions

I0B TITLE

Mail
Merge

Forw
Contact

IC

COMPANY

arc

Mitel
Mitel
Mitel

| @ This requires Phone Manager to be running in the same Windows session as Outlook®©.

Meet-Me conference creation

Creating a new Meet-Me conference appointment directly from Outlook® is supported when using the Phone Manager
Outlook®© Add-In. This is installed by default with each Phone Manager client and adds new entries to the calendar screen

within Outlook®©.
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10

When selected, a new appointment is displayed that is pre populated with the telephone number and access code to dial into a
Meet-Me conference.

@ | -
APPOINTMENT INSERT FORMAT TEXT REVIEW

[ =
N E?j x ] Calendar E -;QD :,_."b_.,! M Busy ~ |42¥ Recurrence ==l . Q

Save & Delete EE} Forward - APpeintment Schelduling Invite 15 minutes - @ Time Zones  -ategorize N Zaoom

Close Assistant  Attendees - o
Actions Show Attendees Options Pl Tags Zoom ~

Subject Meeting:

Location Meet Me Audio Conference -

Start time Man 30/06/2014 E 08:30 - All day event

Endtime | Mon 30/06/2014 | |10:00 -

To join the Mitel Meet Me Audio conference please dial one of the numbers below and enter the access code:

Internal: tel://1300
External: tel://

Access Code:

Screen pop for contacts

The Users local or public contacts can be screen popped directly within Outlook© when an incoming call is received using the
caller id or from an outgoing call using the dialled number. The telephone number is then used to find any matching contacts
that have this number. For example an inbound call is received from 7774441111 as shown on the toaster. The plugin has then
performed a search on the Outlook®© contacts to find any records that have matching telephone numbers. A match was found
and the Outlook® contact records was automatically displayed.
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FCE ™ | = Helene Moulin - Contact ? H - 0O
COMNTACT INSERT FORMAT TEXT REVIEW

EWJ-)J x R save8iNew - [ElGeneral [ AlFields [ Email E-_ Qi 5;0) ',_—ﬂ/_ 10 Categorize -
B e
B3 Forward - ['_‘DDEtai\z FEMaeting @ - . |* Follow Up -
Save & Delete ° - Address Check  Business Picture
Close ~ Certificates v More~ Book MNames Card - Private
Actions Show Communicate MNames Options Tags Zoom
Full Mame... Helene Moulin Helene Moulin
- Mitel
Company Mitel
774441111 Work.
Job title 2225554444 Maobile
File as Moulin, Helene -
Internet
[} E-mail... -
Display as Motes

Web page address
IM address

Phone numbers

Business... - 773441111
Home.. . 7774441111 0004
Business Fax., | = 7774441111
Mobile... - 2225554444
Addresses
Business.. 7
This is the mailing Clear call

If multiple matches are found then the Search Results window is shown and enables the User to select the correct contact to
be displayed. For example a call is made to 222555444 and this has found three contacts that have this telephone number.

(o] SearchResults = O

ResLilts

. Contact: Nacho Valencia, Mitel [\\nacho.valencia@mitel.com'contacts]
Contact: Chiara Tremblay, Mitel [\\chiara.tremblay@mitel.com contacts]
L. Contact: Maureen West, Mitel [\\maureen.west@mitel.com'contacts]

+44 1291 430000
+44 1291 430000

Display

Clear call

Double clicking on the relevant contact or highlighting and clicking on the Display button will show the required Outlook©
contact.

Contact folders

The Users local Outlook© contact folder is used when trying to find any matching contacts (Default). Additional Outlook©
Public folders can be added to the search from the Contacts tab in the configuration.

To enable public folders to be searched check the Search Public Contact Folders option and then click on the Refresh button.
This will list all of the available public folders for this User and then the appropriate options can then be selected.

/& Using public folder searching may require additional time to perform the search and could delay any matches from being

found.

Contact fields
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The telephone number fields that are to be searched can be configured for the contacts from the Fields tab in the configuration.
7 look
@< Outloo

Profile | Contacts | Fields | Call Details | Busy Options | QO * |

Select the Cutlook Assistant ~

telephone numbers Business
Business 2

to search
Business Fax W

[] Show Blank Centact

Multiple search matching

The list shows all of the available telephone number fields and if they are enabled for searched by default. These are the
default field names and descriptions and may be different from the ones shown in Outlook®.

Outlook Description Outlook Field Name Enabled?
Assistant AssistantTelephoneNumber
Business BusinessTelephoneNumber @
Business 2 Business2TelephoneNumber 6
Business Fax BusinessFaxNumber
Callback CallbackTelephoneNumber
Car CarTelephoneNumber
Company CompanyMainTelephoneNumber
Home HomeTelephoneNumber @
Home 2 Home2TelephoneNumber @
Home Fax HomeFaxNumber
ISDN ISDNNumber
Mobile MobileTelephoneNumber @
Other Fax OtherFaxNumber
Pager PagerNumber
Primary PrimaryTelephoneNumber
Radio RadioTelephoneNumber
Telex TelexNumber
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TTY/TDD TTYTDDTelephoneNumber

Unmatched Contacts

If no matches are found then a blank contact can be shown with the outside number pre populated into the Business telephone
field. Check the Show Blank Contact option to enable this, or uncheck (Default) to not do anything when no match is found to a

call.
FCEI ™ | = Untitled - Contact ? H - B X
CONTACT INSERT FORMAT TEXT REVIEW
@ x B Save & New - [2=]General E Al Fields [ Email :_E! :.',:a} !/. i1 Categorize -
- . . |
&3 Forward - ['_':|Deta|ls F‘@Meetmg . @ s : ™ Follow Up ~
Save & Delete o = Address Check Business Picture
Close m Certificates L% Mare ~ Book MNames Card - Private
Actions Show Communicate MNames Options Tags Zoom ~
Full Name...
3332221114 Work
Company
Job title
File as -
Internet
EE E-mail... -
Display as Motes
Web page address
IM address
Phone numbers
Business... - 3332221114
Haome... -
Business Fax... -

Multiple search matching

When more than one contact is matched and the Multiple search matching option is checked (Default) the Search Results
window is displayed to the User to allow them to select the relevant contact. If this option is not checked then the first match
found will be used and any further searching will be stopped. This can be useful when using public folders to reduce the time
taken to perform the search.

Telephone number formats

Outlook®© does not provide a standard format for storing telephone numbers within the system by default. Depending on the
region where the client is running then different formats will be used:

UK & International Telephone Formats

08001831234 +44 (0123) 4567890 44 (08001)831234 +44 (080)0183 1234
08001 831234 08001-831234 (08001)831234 (08001)-831234
080 018 31234 080-018-31234 080 0183 1234 080-0183-1234
0800 1831234 0800-1831234 (0800)1831234 (0800)-1831234
(080)018-31234 0800 183 1234

US Telephone Formats

9876543210 19876543210 987-654-3210 1-987-654-3210
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987.654.3210 1-987.654.3210 (987) 654-3210 1(987) 654-3210
+1(987) 654-3210 (987)654-3210
Call details

The call information that is used to search for matching records can be configured. By default the dialled number or the caller id
are used to search depending on the call direction, but other call details can configured. There are options for the direct dial
number (DDI/DID) or the direct dial name (DNIS).

@z Outlook

Profile | Contacts | Fields | Call Details | Busy Options | O 4 | ¥

Information

Select the call details to Caller ID (CLI)

use for the search, Multi [ | Direct Dial (DDI/DID)
zelect items to use more [1 DMIS/DDI Marme
than one and re order the
items in preference of
search order,

Automatic journal entry

Phone Manager can work with the Journal within Outlook®© and can have Phone call entries automatically created for calls
made or received by the User when a match has been found to an entry in their Outlook® contacts. The contact to associate
with this is found using the caller id received or dialled. If multiple matches are found then the Search Results window is shown
as for the screen pop.

® H 9
G JOURNALENTRY | INSERT ~ FORMATTEXT  REVIEW

4l

Answered - Journal Entry T EH - O X

[ T X -
o 53 - g &% Q
9 '\._,' II ! ‘/@

Save & Forward Delete Start Pause Categorize Private Address Check  Zoom
Close Timer Timer v Book Mames

Actions Timer Tags MNames Zoom ~
Subject Answered
Entry type Phone call - | Company
Start time | Fri 04/07/2014 FE]| |13:05 »| Duration |0 minutes -

Phone number: 0111222333

DDI: 03332221114

DDl Mame: Sales

Direction: Outbound

Account Code: 655

Trunk: 54309

Transferring Extension: 2001

Contact: Crane, Pippa

Call Recording: hitps://callrecorder/default.aspxPrecid=1556142

| -

The body of the journal item is populated with the information below and the start and duration of the call.
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Phone number For inbound calls this is the caller ID and for outbound calls this is the dialled
number.

DDI/DID For external inbound calls only, the DDI/DID number that the call came in on.

DDI/DID Name For external inbound calls only, the DNIS of the DDI/DID that the call came in
on.

Direction The direction of the call.

Account Code The account codes that was set on the call.

Trunk For external calls the outside network trunk number that the call was made or
received on.

Transferring Extension The device that the call was transferred from.

Contact The Outlook® contact name in the last name, first name format.

Duration The duration of the call. The call event trigger must have been set to Call End

as they are not known until the call is cleared.

Call Recording If integrating with a call recorder then this can contain a URL link to the call
recording (this is not a clickable hyperlink but can be copied and pasted into a
browser). The call event trigger must have been set to at least Call Answered
as the call recorder will only create the recording id when the call has been
answered.

Calendar & DND synchronisation
The calendar within Outlook© can be synchronised with the DND status of the extension of the User. For example when there

is an appointment in the calendar and this is due the extension can be automatically placed into DND with the DND text set to
the subject of the appointment. When the appointment ends, the extension will be automatically removed from DND.

Busy states

The busy status of the appointment can be used to filter what type of appointments will be used to automatically change the
DND status.

B d A
FILE APPOINTMENT IMSERT FORMAT TEXT REVIEW

e 4 E--' D o
E‘_-' x EZ Calendar D == :r! Recurrence
Save & Delete £, Forward ~ Appointment SEhElduIing . Invite None - | @ Time Zones
Close Assistant  Attendees
Actions Show Attendees Options

From the Busy Options tab check each entry to include this type of busy status.
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@z Outlook

Contacts | Fields | Call Details | Busy Options | Options| | 4 |

Status

Show these type of appointment

Busy Cut of Cffice
Free Tentative

Sensitivity options

The sensitivity type of the appointment can be used to filter what type of appointments will be used to automatically change the
DND status. From the Options tab check each of the Sensitivity Options to include this type.

@z Outlook

Contacts | Fields | Call Details | Busy Options | Options | |+ [ v

Sensitivity Options

Mormal Private
Personal Confidential
Other

Show All Day Events Include Recurrences

Other options

There are other options that can be used to filter the type of appointments to include. Check the Show All Day Events include
all day events. Check the Include Recurrences to include appointments that are recurring.

Business Contact Manager for Outlook

Phone Manager supports integration with contacts stored within Business Contact Manager for Outlook in the same way as for
contacts that are stored within Public Folders.

4. Business Contact Manager contacts are not available for directory searching and adding to favourites.
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