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Version Information

Version Release Date Notes

1 Jan 2020 Initial release

2 Feb 2020 Updated to include Generic Scheduling for calendar programs other than G Suite
and Outlook.

3 Apr 2020 Updated to screen shots for Velocity version 2.1.0.

4 Jan 2021 Updated to screen shots for Velocity version 2.2.0.

5 Feb 2021 Updated to include Ad Astra instructions and updated GSuite scheduling steps.
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Overview

The Velocity System offers a powerful yet intuitive room scheduling platform that’s easy to install and configure

for integrators, and simple to access for meeting participants. It offers a refined, user-friendly touch panel GUI for
viewing meeting room availability status, browsing for available rooms, scheduling a meeting or event time, extending
meetings as necessary, and initiating ad hoc meetings. Velocity room scheduling is compatible with Google
Calendar™ and Microsoft® Office 365™.

For additional user convenience, the room scheduling system can be configured with a control system to
automatically trigger AV functions and macros whenever a meeting begins or ends.

Requirements

In order to use the Scheduling component of Velocity, certain devices and programs must be available.

e \elocity Software - AT-VGW-HW or AT-VGW-SW

e \elocity Touch Panels - AT-VTP-550, AT-VTP-800, or AT-VSP-800

e Supported Scheduling Software - G Suite, Outlook 365, or any generic calendar program that allows integration
with 3rd party controllers

e [f using a program other than G Suite or Outlook 365, the local computer will need to have Microsoft Excel
installed.
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Scheduling Programs

The selected scheduling program must be set up before integration with Velocity. Some programs will need specific
options selected, while others will only require the username and login to be provided to Velocity.

NOTE: These instructions are for scheduling programs that have already been fully set up on site and only
require Velocity integration steps and requirements.

G Suite

For Velocity access to G Suite calendar, google calendar APl must be added to the service account and given access
in the admin panel. The following steps will provide instructions for this and how to get to required information.

1. Open any browser on the network and enter console.cloud.google.com into the address bar.

¥ Admin console x

console.cloud.google.com

< cC O

i Apps TriNet Atlona Redmine [ Sandbox

. Box

AT-Calendar - 1AM & admin — A1 X -+

Outlook

@® Google

Login

2. Log in with an admin access account.

Google
Signin

to continue to Google Cloud Platform

= Google Cloud Platform

DASHBOARD AcTivITY

8* Project info

Project name

562303278598

[ Email or phone

| ADD PEOPLE TO THIS PROJECT

> Gotoproject settings

Forgot email?

Learn more

Create account

English (United States) ~ Help

Not your computer? Use Guest mode to sign in privately.

Privacy

Issues - Tech SUppo...

2 Atlona-Schedule v

I APIs

Requests (requests/sec)

& Resources

This project has no resources

= Trace

> Getstarted with Stackdiver Trace

@ reauests: 0050

> Goto APIs overview

@ Popular products

i} Compute Engie
vit

Terms

& ChudsaL

decuesol darbas

/' cusTomize

® Google Cloud Platform status

> Goto Cloud status dashboard

@ Error Reporting

No sig

> Leam how to setup Error Reporting

B News

Google Cloud and FDA MyStudies: Hamessing real-world data for

Your guide to Kubernetes best practices

> Readalinens

B Documentation
Learn about Compute Engine.

Learn about Cloud Storage

3. Open the navigation menu and select Dashboard from APIs & Services.

Google Cloud Platform

# Home

\2 Marketplace

& Biling

API  APlIs & Services X »
'i' Support >
© 1AM & admin >
®  Getting started

5 ’ Security >

& Atlona-Schedule +

= Google Cloud Platform
APT APIs & Services

& Dashbond

Dashboard

Library
Credentials
OAuth consent screen

Domain verification

Page usage agreements

4. \Verify Google Calendar API is within the APIs listed.

2 Atona-Schedile ~

APl & Services + ENABLE APIS AND SERVICES

Traffic *

& Recuests Erors (). Latoncy medin ()

* Median latency

Lteney 35% ()

Thous Tdsy 2dws tdays Tdays 1adms 0days

= Filter

Name L Requests Emors (%) Latency, median (ms) Latency, 95% (ms)
Google Calendar API 82210 0

BigQuery API

BigQuery Storage AP

Cloud Datastore API
Cloud SQL
Cloud Storage

Google Cloud APls
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Scheduling Programs

a. If Google Calendar API is not in the list, select Library from the side navigation.

= Google Cloud Platform &2e Atlona-Schedule v %
APL APIs & Services APIs & Services + ENABLE APIS AND SERVICES

% Dashboard

L2
©-  Credentials Traffic = Errors

#  OAuthconsent screen o

Domain verification

b. Type Calendar in the search field. As Calendar is typed, the screen will change.

Google Cloud Platform 2 Ationa

¢ search Q calendar x

~ il

API Library

) .
Welcome to the API Library
L] . 2results
The APy s doone i ik e
”
Fery aos CATAE

Google

d. Press the Enable button. This will make the API active. To verify, return to the Dashboard and find Google
Calendar API in the API list.

5. Once Google Calendar API is verified, open the side navigation and select Service Accounts from IAM & admin.

3¢ Atlona-Schedule Google Cloud Platform 3

Google Cloud Platform

@ wsadmn Sevceaccounts  +

A Home
Senvice accounts for project *Atlona-Schedule”
o et s Leanmae
W Marketplace
_ e m
& Biling —
- woponcasearset

AT APIs & Services >
¥ Support >
©  1AM&admin >

1AM
® Getting started identity & Organization

Policy Troubleshooter
@ security >

Organization polcies
compuTE Quotas

Service accounts
“® AppEngine >

Labels
{8} Compute Engine > | settngs
@  Kubemetes Engine > Privacy & Security

Cryptographic keys
(+)  Cloud Functions B Menageresources

Identity-Aware Proxy
)»  cloud Run Roles

AuditLogs
sTORAGE

Manage resources
21 piata
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Scheduling Programs

6. Select the Service account to link with Velocity.

= Google Cloud Platform 3 Atinaschedle ~

O mMeadmin Service accounts ++ CREATE SERVICE ACCOUNT SHOWINFO PANEL O v gadmin & ATCalendar s WoreTe

Qo Service accounts for project "Atlona-Schedule” = Service account details

° 3 - s oty s iy s g oo o Loamre © ety Organiaton Nare
et

[EEp— iy Trosshoct

LN = e o m * Desapton

8 (= stats Name 4 Dasergtion Kerio Keycrsstioncate Actions a

8 e o ° s Chesusers esboneasarbas cosssotsrb 19,2019 B o st

Gy sccanta Ry R————

2 sew 2 Senvcescconte

Q@ Labels Qb S

© oo & e
Service account status

e @  Privacy & Securtty Disaoing your account allows you 1o pesenve you poliies without naving 1o elete It

0 @ ® @ ecuntcumty st

B ienttyavere Prony = DISABLE SERVICE ACCOUNT

R - P —

W sudtiogs = Keys
Seoboncaserbasaatrseatioezosanabssstersh -

s

+ crearere

B Mg rsouces

a a

7. Open a new tab or browser window.

8. Enter admin.google.com into the address bar.

¥ Admin console x | APIs & Services - Atlona-Schedu! X New Tab

Cc 0 ¥ admin.googl m

ii Apps TriNet Ationa Redmine || Sandbox &« Box @ Google Outlook Login Issues - Tech Suppo...

9. Select the Security Icon, a new page will open.

= GoogleAdmin  Q Scarchforusers, groupsor settings

Admin Console
>
Tols
2 Usess ~ = siling ~ B oomains »
© Admin Console setup
Addauser Manage subscriptions Manage domains .
Delete a user Payment accounts. Add a domain = Google Admin Q  Search for users, groups or settings e 0
Update  user's name or email Getmore services Change your primary domain S
Create an aerate email address (email alas)
@ oo mereabour oogle louss secunty nd vy e,
»  Security
Alert center v
Groups AppS Devices
2 Create groups for mailng lsts and app [ =] ] . . §
policies setings organization's data ew important snd sctionsble notifications sbout potentisl seculyissues within your
Account settings PR security
W Manage your organization's profile and L P Configure security settings, and view alerts Rules G
o rganize users ino units for applying policies
preferences s ¥tz fox spping pok and analytics
Reports Buildings and resources Admin roles
oA Manag admin 2] Your buiings, rooms, 3 ssign roles o control permissions for the
activty and resources ‘Admin Console
Password management v
Less secure apps v

10. Scroll down to the bottom of the page and select API controls. A new page will open.

= Google Admin Q Search for users, groups or settings e o

Security

Enroliment
»  Security Allow users to enrollin th

= Google Admin Q Search for users, groups or settings )

Context-Aware Access urity > API Controls

ind user identification to ma els and enfor

App access control
API controls

Ensure that y Leam more
Google Cloud session control (Beta)
Overview Oresticted Google senvices Ot party apps confgured

et session duration for Goor d Platform console and Google Cloud SDK

15 unvestricted Google services.

MANAGE GOOGLE SERVICES MANAGE THIRD-PARTY APP ACCESS

API controls

Manage OAuth acc

third party app:

\anage Domain wide delegation Settings ‘Show this messageif a user h

Trust internal, domainowned apps

PP Soog Android, or App access
control st
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11. Scroll down to the bottom of the page and select MANAGE DOMAIN WIDE DELEGATION. A new page will
open.

12. Select the Add new link. A pop up will appear.

= GoogleAdmin Q_ search for users, groups or settings e 0 @R

> API Controls

Security

MANAGE GOOGLE SERVICES MANAGE THIRD-PARTY APP ACCESS

API controls

Settings ‘Show this message if a user tres to use an app that can't access restricted Google services

= GoogIeAdmin Q  search for users, groups or settings e 0 # R

Security > API Controls > Domain-wide Delegation

@  Developers can register their web applications and other API clients with Google to enable access to data in Google services like Gmail. You can authorize these registered clients to access your user data without  GOT IT
your users having to individually give consent or their passwords.

API clients Download client info

+ Addafiter

Domain wide delegation

Developers can register their web applicati
clients to access your user data without yo N Client 1D s

MANAGE DOMAIN WIDE DELEGATION
Proto1GSulteAP! 1

18. Type the Unique ID from the console tab into the client ID field.

= Google Cloud Platform ¢ Atlona-Schedule v Q
i Add a new client ID
(el e w1 e 1AM & admin & AT-Calendar / EDIT W DELETE

2 A N . Client I
Service account details fentie
Client ID ©  identity & Organization Name 113369032400554025631
AT-Calendar
A, Policy Troubleshooter o
verwrite existing client ID
Description D 9 o
[ overwrite existing client ID @ B  Organization policies Gives Users access to Calendar Resources %
& Quotas Email https://www.googleapis.com/auth/calendar
atcalendar@ationa-schedule.iam.gserviceaccount.com
OAuth scopes (comma-delimited) o3 Serviceaccounts
Unique ID
@ Labels 07107107107107107107,
Autl pe: na-delimited
£ Settings )
Service account status
@  Privacy & Security Disabling your account allows you to preserve your policies without having to delete it
©®  Cryptographic keys © Account curtently active CANCEL  AUTHORIZE
CANCEL  AUTHORIZE & Identity-Aware Proxy DISABLE SERVICE ACCOUNT
- o v SHOW DOMAIN-WIDE DELEGATION
= AuditLogs Keys
Key D
4c9b00ca 567bad28f75e3bf8e26968ab559f479b 5

14. Type the URL https://www.googleapis.com/auth/calendar into the OAuth Scopes (comma-delimited) field.
15. Press the Authorize button.

The APl is now active for Velocity control.

16. Close only the admin tab/window. The console tab will be needed for set up in Velocity.

17. Request the Service Account JSON Key file from the IT administrator.

NOTE: The IT administrator would have downloaded the key when setting up Service Account. This key
cannot be recreated for the service account and is required for Velocity integration.

18. Follow the steps in the Velocity Setup section to finish integration.
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Outlook

Outlook does not require any additional settings for Velocity access. The IT admin will only need to set up an email
with calendar permissions. Both the email and the password for the email account will be needed for Velocity set up.

The second requirement for Velocity synchronization, is the email address associated with each room. Use the
following steps to find the email associated with each room.

1. Open Outlook.

2. Select Address Book from the top options. A pop up will appear.

s = 2 % Address Book: Offline Global Address List
e Foder View Hep Avobat Q Telmew
10 == 5 o 3 File Edit Tools
. 2 5 )
Dalte Archve @ %“ﬂ Search: (® Name only () More columns ~ Address Baok
Qs nl Mow ® | Go  |Offline Global Address List -t.c ~|  Advanced Find
Name Title Business Phone Lo
ko o] 100 Level Update I~
onts : 123
gfuaa
“tc@ationacom pfanse
~Inbox. RQ‘C“
" P AcH
o o ?{Adam RSM - Northeast{Comm)
. Adam O
Redmine 59 Adam W
Adhi Web Graphics Designer and Social Media S...
@3 Adolfo
161 [ agreements
Alan
o Alejandro Saftware Engineer
2 AlexD Technical Support Engineer Il
2 AlexM Test Engineer
0 Alex Mo Senior Sales Manager UK/IE o
< >
= &
e 3790 ol ®

Scroll down to the room name.

4. Right click on the room and select Properties from the drop down menu. A second pop up will appear.

% Address Book: Offline Global Address List (% Address Book: Offline Global Address List
File Edit Tools File Edit Tools
Search: (@ Name only (O Meore columns  Address Book Search: @ Name only (O More columns  Address Book
Go Offline Global Address List - t.c ~ Advanced Find Go Offline Global Address List - t.c ~ Advanced Find
Name Title Business Phone Laci Name Title Business Phone Loi|
2 Finance Printer " £ Finance Printer ~
Fulfillments Fulfillments

Q carth Director of Marketing 9 Garth Director of Marketing
ary ary

Senior Manager, Financial Planning and An... Senior Manager, Financial Planning and An...

Py 2 Properties
gﬁGreg-M ,qgcleg-M Add to Contacts
greg.m greg.m
Gregory G Gregony G New Entry...
Gregory M Product Manager - Networked AY Gregory M Product Manager - Networked AV
Graver Grover
Guide RMA Team Lead gﬁmdu RMA Team Lead
Q Hardik Manager Technical Support India av 2 Hardik Manaqer Technical Support India av
< 2> < >

5. Select the E-mail Addresses tab from the top navigation.

[E Great Barrier Reef{Conf. Room 1)

B Great Bamrier Reef(Conf. Room 1)

Great Barrier Reef(Conf. Room 1) Great Barrier Reef(Conf. Room 1)
General Organization Phone/Netes Member Of E-mail Addresses General Organization Phone/Notes Member Of E-mail Addresses
Name E-mail addresses:
First: L I ]

Display: Great Barrier Reef(Conf, Roy| Alias:

United States Phone:

Addto Contacts || (3} Actions Addto Contacts || () Adtions

| el

6. Write down the room name and email address.
7. Repeat for all meeting rooms.

8. Follow the steps in the Velocity Setup section to finish integration.
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Ad Astra

For Velocity access to Ad Astra calendar, Ad Astra must set up users/customers specific to Velocity. The following
steps will provide instructions for setting up a user and associating it with a site. These instructions are for an already
set up and configured site.

1. Open a browser and enter the URL for Ad Astra.

2. Enter the login information.

9 Products « Atlona® AV E X )‘ Astra Schedule - Home

&  C | ® Notsecure | 192.168.XXXX

s ome [l Dashbosrds B Calendars (al Ansytis T2 Aca

Manage People Configuration Admin
Customers Approval and Notification Groups ~ App Timings Management
Duplicate Records Custom Fields Scheduled Task Agent Jobs
Instructor Types Holidays and Announcements System Log Files
People Manage Calendars System Settings
Roles Manage Homepages Workflow

User Name: sysadmin Master List

Help

Password: Resources —
Buildings

Remember Me: () Campuses LDAP Configuration
Equipment & Services

ign n Lands
Regions
Rooms
3. Once the home page displays, select the Settings button. Notficatons

4. Select Users under Manage People.

), Home |l Dashboards ) Calendars [l Analytics 7 Academics 4 Events [Bj Reporting /© Settings

User =1 Full Name

Dashboards £ Calendars Ll Analytics 7 Academics 4 Events [ Reporting /5 Settings sysadmin 7

guest User, System
Swe | SaeandClose  Concel
sysadmin User, System
User Info
% Velocity-QA User, System Select Items X
velocityws User, System »®
Select Items
X VGW-QA2 User, System *User Name: Velocity_Calendar
*First Name: Velocity [J Academic Administrator x
*Last Name: Calendar
I secom [ Default S50 Role [ Academic Administrator
W sveeeess [ Event Administrator ([ DefaultSSO Role
Password:
FCOMIM yieeesses [J Event and Academic Administrator (O Event Administrator
Password:
3 Must hange Password Next Login D) Event and Academic Scheduler [J Event and Academic Administrator
) Eventonly Scheduler (¥ Event and Academic Scheduler
Security Roles Event-only Scheduler
Guest = y
User Roles @ ¥ Guest
[ Resource Administrator
None [J Resource Administrator
System Administrator
O sy F— (] System Administrator
Fs 190f9 Done o 19 Gf( Done

Select Add a User. A new screen will open.
Fill in the User Name, First Name, Last Name, Email, and Password to associate with Velocity.
Once the information is filled, Select the + button next to User Roles. A pop up will appear.

Select at least Event and Academic Scheduler and Guest.

© © N o O

Once roles are selected, press the Done button.

Velocity 1
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Manage People Configuration Admin

Approval and Notification Groups ~ App Timings Management
Duplicate Records Custom Fields Scheduled Task Agent Jobs
Instructor Types Holidays and Announcements System Log Files
People Manage Calendars System Settings
Roles Manage Homepages Workflow
Users Master List

Help

Resources Import/Export Management
Buildings
Campuses LDAP Configuration

Equipment & Services
Features

Lands

Regions

Rooms

Notifications

10. Select Customers under Manage People in the Settings menu.

,‘ Home [l Dashboards [ Calendars |dil Analytics T& Academics < Events |[B Reporting & Settings

4 ustomer List
us|
—
m
o

+ Add a Customer )i Home |l Dashboards [ Calendars nalytics & Academics 4 Events [Bj Reporting / Settings

Name *1

Save Save and Close Cancel

Customer

Customer Info

*Name: Velocity Website:

Account #: Phone EXT:
Notes: Mobile:
Fax:
Email:
Mailing Address M Name:
SISKey: x
Address 1: Active: @
Address 2:
ciy Customer Group(s) +

Centa. Al

11. Provide a Customer Name then press the Save and Close button.

|l Dashboards 7 Academics 4 Events

) Home B2 calendars il Analytics B Reporting Settings sysadmin  ?

Default

/& Settings
Manage People Configuration Admin
Customers Approval and Notification Groups App Timings Management
Duplicate Records Custom Fields Scheduled Task Agent Jobs
Instructor Types Holidays and Announcements System Log Files

Manage Calendars System Settings
Roles Manage Homepages Workflow
Users Master List

Help

Resources Import/Export Management
Buildings
Campuses LDAP Configuration
Equipment & Services
Features
Lands
Regions
Rooms

12. Select People from the Settings menu under Manage People.
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) Home |l Dashboards [ Calendars |l Analytics 7 Academics 4" Events [B Reporting /& Settings

People List

+ Add aPerson

Name =1 ) Home Ll Dashboards E8 Calendars Ll Analytics 7 Academics 4 Events [ Reporting /% Settings

Calendar, Velocity
Select Items Select Items

Test, QA

Person Info x

User, System

Prefix @ Customer Contact & Customer Contact
User2, Test2 @

*First N: N N

_ rethiame vl O Institution Contact O Institution Contact

Webservice, Velocity WMiddle Initial:

*Last Name: oty O Instructor O Instructor

Suffix: [ Student (J Student

Employer O user O user

Title:

*Primary Responsibilty: | Customer Contact -

Employee Identification:

Responsibilities @

None

15 ofi Done

Q

~ 1-50f 5 Done

13. Select the Add a Person button. A new screen will open.
14. Enter in a First Name, Last Name, and select Customer Contact as the Primary Responsibility.
15. Select the + button next to Responsibilities. A pop up will appear.

16. Select at least Customer Contact from the pop up and then select Done.

s Home [l Dashbosrds B8 Calendars

" Home |l Dashboards [} Calendars |l Analytics 7= Academics
Customer List
Manage People Configuration Admin
Approval and Notification Groups  App Timings Management
Duplicate Records Custom Fields Scheduled Task Agent Jobs + Add a Customer
Instructor Types Holidays and Announcements System Log Files
People Manage Calendars System Settings Name =1
Roles Manage Homepages Workflow
Users Master List
Help ¥®  Atlona
Resources Import/Export Management
Buildings ® QA
Campuses LDAP Configuration
Equipment & Services ¥®  Velocity
Features
Lands
Regions
Rooms
Notifications

17. Select Customers from the top menu under Manage People. Select the previously added Customer from the list.
A new screen will open.

18. Scroll to the bottom of the page.

# Events [ Reporting £ Settings

Customer
Customer Group(s) +

2ip Code:

Country:

Billing Address
([ same as Malling Address.
et Select Existing Customer Contact
o

State:

2ip Code:

Country:

Name Customer Name

X ociy, Vel Velocity abc@a.com false

19. Select the Add Existing Customer Contact button. A pop up will appear.
20. Select the previously added Person from the drop down list.

21. Once selected, press Ok and then the Save and Close button. Ad Astra is now set up and ready to sync with
Velocity.
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Velocity Setup

Velocity must be set up before starting calendar integration. Sites, buidings, and equipment should be created before
going forward, meeting rooms can only be created once calendars are set up. View the Velocity manual found under

the resources tab at https://atlona.com/product/vgw-hw/ or https://atlona.com/product/at-vgw-sw/ for basic set up
instructions.

To start set up for scheduling, use the following steps:

1. Open a browser on the local computer and enter Velocity’s IP address.

) Products < Atlona® AVS X ¥ () Atlona Velocity | Dashbo X

& C | ® Notsecure | 1921688 XXX % O

2. Log into Velocity

AN\NTLOMNAN.

Connecting Technology
N . .
velocity

Velocity Login

Forgot passward?

3. Locate the =in the top left corner of the home page and left click to open the menu.
4. Select Scheduling from the menu. New options will appear.

5. Select Manage. A new screen will open.

velocity

waalendar Integration List”

Showing All Calendarintegrations

Changed By

#  Home # Home

@

+  control 4 P 3 Control >
ymodifiedroor] & Scheduling

NoRecords Found
A Management > Atlona Custo @ AllRooms
& Settings § 5= Scheduling Templates
All Room Schedule
|

6. Select the + button in the bottom right corner of the page.

Velocity
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velocity

® Calendar Integration Add st

7. By default, Office 365/0Outlook will be selected. If using outlook, go to step 8, if not, select G Suite or Ad Astra
from the Type drop down list.

Type
Email address Google Suite Calendar

Alias

CREATE CALENDARINTEGRATION

8. Fill in the needed information and press CREATE CALENDAR INTEGRATION.

a. Outlook - Fill in the Email address and Password created by the IT admin in the Outlook setup section.
Provide an Alias (not required) for easier recognition in the calendar resources page.

b. G Suite - Provide an Alias (not required) for easier recognition in the calendar resources page.
c. For other scheduling programs, skip to the Generic Scheduling Section.

d. For Ad Astra Velocity set up, skip to the Ad Astra Section.

uuuuuuuuuuuuuuuuuuuuuuuuuu

9. Skip steps 10 and 11 if using Outlook. For G Suite, press the UPLOAD SERVICE ACCOUNT KEY FILE button. A
folder will pop up.

10. Select the G Suite key received from the IT admin by request in the G Suite set up section.

11. Press the Open button. The folder will close. A plus sign will now appear under Calendar Resources.

Velocity
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12.
13.

14.
15.
16.
17.

18
19
20

21
22
23

Select Save Changes.

Rooms will need to be added. A/V rooms (which may also be connected to scheduling) may have been added
during the set up process of Velocity, but meeting rooms have different steps. Open the = menu in the top left
corner of Velocity.

Select Control, the menu will expand to more options.
Select All Rooms. A new screen will take over.
Select : from the top right of the buildings screen. A drop down menu will open.

Select Add Meeting Room from the drop down menu. A new screen will open.

Add Room

velocity

= velocity [}

% ROOMS® Al Sites » ABCH B Add Multiple Rooms
loor Import Room
lﬂ I ‘.": Add New Floor
b
#  Home I I Edit Floor
wwwwwwwwwwwwwwwwwwwww
LS L] L ¥ [ N ¢ - . Export Floor
Import Floor
[n Device Drivers
N NOTE_: Regular A/V rooms can qlso be meeting rooms Delete Floor
and will count towards the meeting room count. Reorder Rooms

. Provide the room name, room type, and select the image to associate with the room.
. Press the SAVE CHANGES button.

. Repeat steps 13 through 19 until all meetings rooms have been added.

velocity

& Room Modify @ aisies» ABCo Bulding 15 &

Huddle Reor

oe®o
[e)eJO)

o 7

[ ] || eseousomnmonces

. Return to the Calendar Integration List page.
. Select the Calendar to be linked to the meeting rooms.

. Select the + button located under the label Calendar Resources. New options will appear.

uuuuuuuuuuuuuuuuuuuuuuu

Room
ABC > Building 1 > Floor 1> ABC

Velocity 15
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24. Fill in the room information.

a. Outlook - Fill in the Email address of the room, written down from the Outlook Setup steps. Select the
Velocity room to associate with that email address. Select the + button next to the room fields to create a new
room field. Repeat until all rooms are associated with the outlook account.

Type
Office 365/Outiook

Alias

tamara clark@atlona.com

WS URL
https://outiook office365.com/EWS/exchange asmx

Calendar Resources.

Room
ABC > Building 1 > Floor 1> ABC

Resource Email Room

b. G Suite - Fill in the email account associated with the calendar. The screen will update, then select the G
Suite room from the Resource Room Calendar drop down. Select the Velocity room to associate with the room.
Press the + button in the top corner of the box to create another room association box. Repeat until all the
rooms are linked.

UPDATE SERVICE ACGOUNT KEY FILE

Calendar Resources Calendar Resources

ABC> Building 1 > Floor 1> 123 ABC > Buiding 1 > Floor 1 > 123

25. Press the SAVE CHANGES button.

The scheduling is now set up, but to control the meetings and view it, a Velocity Panel (AT-VSP-800, AT-VTP-550, and
AT-VTP-800) must be used.

26. Follow the set up steps for the panels found within the installation guide of each product. Installation Guides
are found at https://atlona.com/product/vtp-550/, https://atlona.com/product/vtp-800/, and https://atlona.com/
product/vsp-800/.

D ATLoNA.
s s
vela‘cifg \
velocity
Velocity Login
Synchronizing
[rm— -
o
5 ;- G
& Arequest from IP Address: 10.0.0.213 (Velocity Scheduling %

Panel 800)

Anew room sync has been requested. Click below.

Buildings

Velocity 16
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Generic Scheduling

Programs other than GSuite and Outlook can be set up through Velocity, using a meeting template that can be
downloaded from within Velocity. Microsoft Excel will be needed for editing and scheduling through the template.

1. Select Generic from the type drop down menu.
2. *Optional* Provide an alias for the calendar.

3. Press the Create Calendarintegration button. The page will refresh and more options will appear.

[ Calendar Integration Modify  Lst» Vodly Record

velocity

& Calendar Integration Add  List> Add Record

4. Press the + button to add a room field.
5. Select the Velocity Room from the room drop down list.
[ Calendar Integration Modify 1t vodry fecor o Calendar Integration Modify et voa Recod

IRTMEETINGS  DOWNLOAD TEMPLATE

6. Repeat steps 4 and 5 for all the meeting rooms.

7. Select the SAVE CHANGES button.

[ Calendar Integration Modify st ed record [ Calendar Integration Modify s+ Woar Recor

velocity

m Calendar Integration List®

Showing All Calendarintegrations

oo oo
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9. Select the DOWNLOAD TEMPLATE button. A new window will open.

10. Save the template file to the local computer.

[ Calendar Integration Modify velocity

Supported Calendar Rooms

[

MastingTemplate

12. Erase the example.

13. Copy the first room ID from the open Velocity page and paste it into the first Room Id field.
14. Fill in the meeting: name (subject of meeting), day, start time, and end time.

15. Paste the room ID into the next field and fill out the information for the next meeting.

16. Repeat for all meetings within that room.

& Calendar Integration Modify

E 3D asE I

o=

v O 4

Supported Calendar Rooms

MestingTemplate

= B oo- 1 e

17. Copy the next room ID and paste it into the room Id field below the previously set up meetings.
18. Repeat steps 14 and 15 for the current room.
19. Repeat steps 17 and 18 until all rooms and all meetings are filled in.

20. Save the template.

Velocity 1
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21. Select the IMPORT MEETINGS button within Velocity. A new pop up folder will appear.

22. Select the template file and select Open.

velocity

& Calendar Integration Modify  tist» wodify Record

velocity

& Calendar Integration Modify  List» Modify Record

Generic (No Configuration) Calendar
Generic
Supported Calendar Rooms

Room -

ABC > Building 1> Floor 1 > Large Conference

‘SAVE CHANGES VIEW CALENDAR LOGS IMPORT MEETINGS DOWNLOAD TEMPLATE

The meetings are now set up and will display on any Velocity panels synced to the system.

If meetings are changed or more need to be added: Select the Delete All Meetings button on all the rooms, edit the
same template folder with the new meeting information, and import the updated file.

Velocity 1
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Ad Astra

Ad Astra set up in Velocity can be done after following the set up instructions in the Scheduling Programs: Ad Astra
section and first 8 steps in the Velocity Setup Section.

1. Select Ad Astra from the type drop down menu.
2. *Optional* Provide an alias for the calendar.

3. Enter in the Username and Password (that was set up previously), the URL for Ad Astra, and the timezone for the
site.

4. Select the Create Calendar Integration button.

= velocity ©
. Type

i Ad Astra Schedule

& Calendar Integration Add  List» Add Record

Alias

Ty Velocity Ad Astra

Ad Astra Schedule

Username
Alias

Velocity_Calendar
Username
Password

Password

Instance URL. Instance URL

Instance Tz https://test.aaiscloud.com/Atlona/

America/Los_Angeles (United States)

Instance Timezone
Error while trying to login to Ad Astra instance

America/Los_Angeles (United States)

‘CREATE CALENDAR INTEGRATION °

CREATE CALENDAR INTEGRATION

5. A new section will appear. Select the + button under Calendar Resources. New options will appear.

[Calendar Resources
Type

Ad Astra Schedule

Alias Resource Room Calendar

Velocity Ad Astra

Username Contact Person Event Type
Velocity_Calendar

rd Room

Instance URL Academic+
https://test.aaiscloud.com/Atlona/

o User, Test Administrative+
Instance Timezone User, Test2 Athletict
America/Los_Angeles (United States)

User2, Test2 Community+
Faculty+
Test, QA v
Next please add calendar resources and associate to a room
Graduation+
i
Calendar Resources @
Orientation+
+ Performance+
Student+

m VIEW CALENDAR LOGS

QA1 > Building 1 > Floor 1 > Small Conference Room

6. Select Resource Room Calendar to reveal a drop down that will show all rooms set up inside Ad Astra. Choose
the room to associate to Velocity.

7. Select Contact Person to reveal a drop down that will display the different Ad Astra People. Choose the previously
set up customer.

8. Select Event Type. A drop down menu will appear, select Meeting+.

9. Select Room to reveal a drop down menu. Choose the Velocity room to associate with the previously selected Ad
Astra room.
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10. Repeat steps 5 through 9 for as many rooms as needed.

= velocity ®

& Calendar Integration Modify  List» Modify Record

Type
Ad Astra Schedule

Alias

Velocity Ad Astra

Username

Velocity_Calendar

Password

Instance URL

https://test aaiscloud.com/Atlona/

America/Los_Angeles (United States)

Calendar Resources

Resource Room Calendar +

Site 1 > Building A > A1 - Small Conference Room

Contact Person Event Type

Ocity, Vel Meeting+

Room
QA1 > Building 1 > Floor 1 > Small Conference Room

SAVE CHANGES VIEW CALENDAR LOGS

10. Press the Save Changes button to finish the Ad Astra calendar set up.
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Meeting Scheduling

Meetings can be scheduled in the calendar programs as usual, but they can also be set up through the touch panel
screens. The following steps will go over the meeting scheduling by panel.

Meetings Scheduled
Class 2 No meetings are scheduled for the day.

Fri Dec 13,2019 2:56 PM

OPEN

START MEETING +

1. If any meetings are scheduled already, they will appear on the left menu. Select the Start Meeting button to
start a meeting in a free room. The screen will go to BUSY. Meeting can still be scheduled while a meeting is in
progress.

Meetings Scheduled
GRoom1 “Time R

Tue Jan 7, 2020 9:00 AM
9:00 AM - 9:30 AM
1234

ining In Meeting: 30 Minutes

2. Select the + button to open the meeting scheduler.

3. Select Book at the time of the meeting. A pop up will appear for naming the room. Enter in a room name and
press OK.

Add ing
‘Time Remaining In Meeting: 30 Minutes

The page at “XX.XX.XXX.XX" says:

9:00 AM - 9:30 AM Subject of the meeting?
BUSY 1234 ) ing’
|
9:30 AM - 10:00 AM =
OPEN
CANCEL  OK
10:00 AM - 10:30 AM [ e |
OPEN
10:30 AM - 11:00 AM [ oo |
OPEN Sook
11:00 AM - 11:30 AM
OPEN [ oo |
11:30 AM - 12:00 PM =
OPEN q w e r t y u i o P &
12:00 PM - 12:30 PM
e oo | a s d f g h i k I (]
12:30 PM - 1:00 PM = r z X Cc \ b n m ! ? r
OPEN 2123
©
.

1:00 PM - 1:30 PM
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Now that the meetings have been scheduled, they will appear on the right side menu. The meeting screens will go
from green (Open - no meetings at that time), to yellow (notice screen for meetings within 15 minutes), to red (Busy - a meeting is
currently in progress).

Class 2 No meetings are scheduled for the day. GRoom1
18 N TueJan 7, 2020 8:45 AM

15 Minutes

START MEETING Sl +

Meetings will also appear on Velocity’s dashboard for a quick overview of all rooms and meetings that are currently
scheduled.

velocity @

Meeting Schedule Summary

Room2 Outiook 365
mins.
e H H

Room1 Outiook 365

21:00 22:00 23:00 25 Jan 01:00 02:00 03:00 04:00 05:00
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