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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.

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.

@) Products ¢ Atlona® AVE X ¥ ), Astra Schedule - Home

&  C | ® Notsecure | 192.168X XXX

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

asswore Roles Manage Homepages Workflow

rememberie: 0 User Name: sysadmin Master List

Help
Buildings
Remember Me: (] Campuses LDAP Configuration
Equipment & Services
- Features
(o
Regions
Rooms
3. Once the home page displays, select the Settings button. Notifcations

4. Select Users under Manage People.

), Home [l Dashboards P} Calendars [l Analytics 7 Academics 4 Events [Bj Reporting /& Settings

> fUser

+ AddaUser

User =1 Full Name

)\ Home Ll Dashboards @8 Calendars Ll Analytics T Academics 4 Events [ Reporting  /° Settings sysadmin 2

guest User, System
Save | SaveandClose  Cancel

sysadmin User, System
User Info Select Items x

x

Velocity-QA User, System

velocityws User, System 2

Select Items

X VGW-QA2 User, System *User Name: Velocity_Calendar
*First Name: Velocity [J Academic Administrator x
*Last Name: Calendar
[J Default SSO Rale .
*Email: a@a.com Academic Administrator
W e (O Event Administrator Default S5O Role
Password:
TCONM ieeesees [J Event and Academic Administrator Event Administrator
Password:
Event and Academic Administrator
() Must Change Password Next Login a ' Event and Academic Scheduler

O Event-only Scheduler Event and Academic Scheduler

Security Roles
@ Guest

() Resource Administrator

None

Event-only Scheduler

00ROROOCOO

Guest

Resource Administrator

[J System Administrator

System Administrator

s 190f9 Done = 1-90fq( 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.
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Scheduling Programs

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.



a PaNpuIT company

Scheduling Programs

) 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.

Velocity 7



a PaNpuIT company

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.
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= velocity °

7. By default, Office 365/0Outlook will be selected. Select Ad Astra from the type drop down menu.
8. *Optional* Provide an alias for the calendar.

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

10. Select the Create Calendar Integration button.

= velocity @ ;
N ype

X Ad Astra Schedule
& Calendar Integration Add  List» Add Record
Alias
JEpR— Velocity Ad Astra
Username

Velocity_Calendar

Password

Instance URL

= . https://test aaiscloud.com/Atlona/
America/Los_Angeles (United States)

Instance Timezone
Error while trying to login o Ad Astra instance

America/Los_Angeles (United States)

CREATE CALENDAR INTEGRATION

11. Select Save Changes.

12. 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.

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

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

17.
18.
19.
20.
21.
22.

2 AllRooms

G Device Drivers

8  scheduling >

velocity

& ROOMS® Al Sites » ABC» Building

X @ Floor 1

Press the SAVE CHANGES button.

NOTE: Regular A/V rooms can also be meeting rooms
and will count towards the meeting room count.

Return to the Calendar Integration List page.

Select the Calendar to be linked to the meeting rooms.

Provide the room name, room type, and select the image to associate with the room.

Repeat steps 12 through 18 until all meetings rooms have been added.

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

Add Room

Add Multiple Rooms
Import Room

Add New Floor

Edit Floor

Copy Floor

Export Floor

Import Floor

Delete Floor

Reorder Rooms

Type
Ad Astra Schedule

Alias
Velocity Ad Astra

Userame

Velocity_Calendar

Instance URL

https:/test.aaiscloud.com/Atlona/

Instance Timezone

America/Los_Angeles (United States)

Next please add calendar resources and associate to a room

Calendar Resources

+

SAVE CHANGES VIEW CALENDAR LOGS

Calendar Resources

Resource Room Calendar

Contact Person Event Type
Room
Academic+
User, Test Administrative+
User, Test2 Athletic+
User2, Test2 Community+
Faculty+
Test, QA v
Graduation+
Test, QA2
.m Orientation+

Performance+

Student+

QA1 > Building 1> Floor 1 > Small Conference Room

23. 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.

24. Select Contact Person to reveal a drop down that will display the different Ad Astra People. Choose the previously

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

set up customer.

26. 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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27. Repeat steps 22 through 26 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/Ationa/

America/Los_Angeles (United States)

Calendar Resources
Resource Room Calendar +
Site 1> Building A > AT - Small Conference Room

Contact Person Event Type
Ocity, Vel Meeting+

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

SAVE CHANGES VIEW CALENDAR LOGS

28. 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, AT-
VTP-800, AT-VTP-1000VL, and AT-VTPG-1000VL) must be used.

29. 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/, https://atlona.com/product/
vsp-800/, https://atlona.com/product/vtp-1000vl/, and https://atlona.com/product/vtpg-1000vl/.

@ AN\TLOMNA. 5 Floor 1
Conmecing ooy
velcs\cifg N =
velocity
Velocity Login ‘
Synchronizing Ll
—— Entry Wiay
.= 0.,
& Arequest from IP Address: 10.0.0.213 (Velocity Scheduling %

Panel 800)

Anew room sync has been requested. Click below.

Buildings
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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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Meeting Scheduling

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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