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  Microsoft 365
Overview
The Microsoft 365 module opens with a tiled Dashboard, showing basic usage of various functions over a configurable  
date range.
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There are thirteen tiles available currently, and you can configure what ones appear on the Dashboard, through the 
Tiles dropdown menu.

The module has four main sections beyond the Dashboard:

 Search

 Party Mapping

 Office 365

 Skype for Business
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Search
The Search function allows you to locate users to view their Office 365 account details:

And from there the Prism details, if the user is held in a Prism directory tree:

If the user is in the Directory tree, but has not been mapped automatically, you can force a mapping from here (1). See 
the next section for details of O365 to Prism account mapping.
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Party Mapping
The party mapping tool allows for the review, and assignment of Prism users to Microsoft 365 accounts:

Find the Microsoft 365 account name on the left-hand column (1) to see which Prism party (2) it is currently mapped to 
it. Select an Office user (3) to see the details of what Prism account(s) it has been assigned to over time (4).

If an Microsoft 365 account does not have an assigned Prism party name (5), you can choose one, by clicking the  
‘Create’ button  (6). This opens the Add Microsoft 365 User Party Mapping tool.

The tool lists all people from the Prism directory, which can be filtered using the ‘Filter’ buttons  along the header row 
(1). When the correct user has been found, select the date and time that the mapping should take place from, using 
the calendar controls (2). Finally, click Add Mapping to confirm.

6
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The remaining two sections comprise of Dashboards, Reports, and Analytics for each of Office 365 and Skype for 
Business. As the controls for these are consistent, this manual will cover both types of Dashboard, Reports, and 
Analytics together.

 

Dashboards
General Information
Prism can display more detailed Dashboards for Outlook and Skype, than the front page to the module.

All of the available Dashboards use similar controls to govern what is covered in terms of scope and date range.

You can choose from any Directory trees (1) that you have access to. Within the tree chosen, you can select individual 
organizations and users (2) to make up the Dashboard results. The date range can be selected from a simple selection 
(today, this week, last month etc), or a customised start and end date and time (3 and 4).

Once everything is selected, click the ‘Retrieve’ button  (5).

7
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Where directory items need to be selected, the button will open a selection dialogue using the tree selected  
in (1) above.

Find the entries by opening the tree up (1), or by using the Search function (2). Drag organisations or people to the 
right (3), or click the Cog  (4) to select all child items of the chosen parent. Previously selected items can be removed 
or located in the tree with the controls against each one (5).

Once you have configured Trees and Directory items, you may wish to retain the configuration for future viewing.
Dashboards can support multiple Profiles per user, which are accessible through the Profile controls.

 

When you have configured a Dashboard, press save (1) to retain that profile. Click the create new button (2) to make 
and name a new profile. When you have multiple profiles configured, use the dropdown (3) to select the profile to use, 
then the refresh button (4) to update the detail shown. To delete a profile when it is no longer required, click ‘Delete’ (5).
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Email Activity
The email activity Dashboard monitors messages sent, received, and read across the organizations and people 
selected in the directory.

The graph (1) can show two interpretations of the information selected by the dropdown (2).

 Activity: Shows how many messages are being sent, received, and read throughout the period.

 Users: Shows how many users are sending, receiving, or reading mails across the period.

Types of email can be displayed or hidden on the graph, the legend forms the controls (3).

The details section (4) does not change with the graph, and shows the users and their statistics. All columns can be 
filtered with the ‘Filter’ buttons . Controls to navigate the results, clear filters, refresh the display, and choose Columns 
to display or hide are shown at the bottom (5).

9
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Email app usage
The Email app usage Dashboard displays what Email clients and apps are being used to receive, read, and send 
emails by the organizations and people selected in the Directory.

The graph (1) can show three interpretations of the information selected by the dropdown (2).

 Users: Shows how many users are using each app for mail throughout the period.

 Apps: Shows the number of unique users for each app in use across the period.

 Versions: Where possible, this shows a further app breakdown, including the version of the app used.

Individual apps can be displayed or hidden on the Users graph, and the legend forms the controls (3).

The details section (4) does not change with the graph, and shows the users and their statistics. All columns can be 
filtered with the ‘Filter’ buttons . Controls to navigate the results, clear filters, refresh the display, and choose Columns 
to display or hide are shown at the bottom (5).
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Mailbox Usage
This Dashboard monitors the size and current status of user mailboxes.

 Note: The mailbox usage Dashboard does not use Directory selection controls, as all users are listed.

The graph (1) can show three interpretations of the information, selected by the dropdown (2).

 Mailbox: Shows how many mailboxes there are, and how many are active at each point throughout the period.

 Storage: Shows the volume of storage used in total.

 Quota: Shows the current number of users by quota status.

Total mailboxes and active mailboxes can be displayed, or hidden on the mailbox graph. Additionally, the legend forms  
the controls (3).

The details section (4) does not change with the graph, and shows the users and their statistics. All columns can be 
filtered with the ‘Filter’ buttons . Controls to navigate the results, clear filters, refresh the display, and choose Columns 
to display or hide are shown at the bottom (5).
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Skype for Business activity
This Dashboard details the volume of use for each type of activity available through Skype for Business.

The graph (1) can show two interpretations of the information, selected by the dropdown (2).

 Activity: Shows the volume each type of activity over the date range.

 Users: Shows how many users used the various features throughout the period.

Types of activity can be displayed, or hidden on the graph. Additionally, the legend forms the controls (3).

The details section (4) does not change with the graph, and shows the users and their statistics. All columns can be 
filtered with the ‘Filter’ buttons . Controls to navigate the results, clear filters, refresh the display, and choose Columns 
to display or hide are shown at the bottom (5).
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Skype for Business Device usage
The S4B Device usage Dashboard displays what apps and clients are being used by users for Skype activities.

The graph (1) can show two interpretations of the information, selected by the dropdown (2).

 Users: Shows the number of users for each Device type over the date range.

 Distribution: Shows how many users used each Device type in total over the date range selected.

Types of device can be displayed or hidden on the Users graph, the legend forms the controls (3).

The details section (4) does not change with the graph, and shows the users and their statistics. All columns can be 
filtered with the ‘Filter’ buttons . Controls to navigate the results, clear filters, refresh the display, and choose Columns 
to display or hide are shown at the bottom (5).
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Reports
General Information
All of the available reports use similar controls to govern what is covered in terms of scope and date range.

 

The Directory items button (1) allows you to choose individual organizations and users in trees that you have access 
to. The date range can be selected from a simple selection (2) (today, this week, last month etc), or a customised start 
and end date and time (3).

Once everything is selected, click the ‘Generate’ button (4).

If you are happy with the report parameters, you can then schedule it to run for a particular date, or regularly by 
clicking the ‘Schedule’ button (5) (See the Scheduler section for more details).
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Where Directory items need to be selected, the button will open a selection dialogue.

Find the entries by opening the tree up (1), or by using the Search function (2). Drag organisations or people to the 
right (2), or click the Cog  (4) to select all child items of the chosen parent. Previously selected items can be removed 
or located in the tree with the controls against each one (5).

15
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Outlook email activity
This report gives a two part output. The first section has two graphs showing the numbers of actions, and numbers of 
users by type:

The second section shows a breakdown per included user:

16
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Skype for Business activity
This report gives a two part output. The first section has two graphs showing the numbers of activities, and numbers 
of users by type:

The second section shows a breakdown per included user:

17
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Analytics
The final section in each is Analytics (For full Analytics functionality, please see the Analytics module). Office 365 
widgets can be saved, exported, scheduled, and used for Alerts in the same way as normal Prism widgets.

Search Office 365 Email Activity
Queries in this generate information on users’ Email Activity. This can simply display individuals, or can be aggregated 
to display grouped information about offices, departments, etc, based on either Office 365, Prism user details,  
or both.

Search Office 365 Email Application Usage
Individual results can show users’ Office 365 and Prism details, plus the various clients and versions of clients used on 
the dates included. Results can be aggregated to show what applications are in use, or adoption of new versions  
or clients.

Search Office 365 mailbox usage
Individual results can show users’ Office 365 and Prism details, as well as their mailbox sizes and item counts.

18
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Search Skype for Business activity
Individual results can show users’ Office 365 and Prism details, as well as detailed information about the sessions that 
have been organised and participated in. Aggregated results can show adoption and usage of various Skype activities.

Search Skype for Business device usage
Individual results can show users’ Office 365 and Prism details, as well as information about the devices used.

19
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  Cisco WebEx
Overview
The Cisco WebEx module opens with a tiled Dashboard, showing basic usage of various functions over a configurable  
date range.

 
 

20
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There are fifteen tiles available currently, and you can configure what ones appear on the Dashboard through the Tiles 
dropdown menu.

The module has six main sections beyond the Dashboard:

 Search

 Party Mapping

 WebEx Meetings Dashboards

 WebEx Meetings Reports

 WebEx Meetings Exports

 WebEx Meetings Analytics

21
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Search
There are three searches available in the WebEx module.

Meetings
The first shows all meetings for the chosen date range (1):

There is a large choice of available fields to add to the Search (2), and the results can be filtered (3), and then exported 
(4) once set up. Controls to navigate the results, clear filters, refresh the display, and choose Columns to display or 
hide are shown at the bottom (5).

22
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Hosts
The second Search displays all hosts used in Meetings.

Various details about the accounts can be displayed by the columns available (1), each of which can be filtered (2). 
Once the Search is complete, it can be exported (3). Controls to navigate the results, clear filters, refresh the display, 
and choose Columns to display or hide are shown at the bottom (4).

Attendees
The third search displays all attendees registered on meetings. The Columns can be adjusted and filtered just like the 
previous searches, and the results exported.

23
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Party Mapping
The party mapping tool allows review and assignment of Prism users to WebEx accounts.

Find the WebEx id or hostname in the left-hand columns (1) to see what Prism party (2) is currently mapped to it. 
Select a WebEx hostname (3) to see the details of what Prism account(s) it has been assigned to over time (4).

If a WebEx hostname does not have an assigned Prism party name (5), you can choose one by clicking the  
‘Create’ button  (6). This opens the Host Party Mapping tool.

The tool lists all people from the Prism directory, and can be filtered using the ‘Filter’ buttons  along the header row 
(1). When the correct user has been found, select the date and time that the mapping should take place from, using 
the Calendar controls (2). Finally, click ‘Add Mapping’ to confirm.

24
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Dashboards
Summary
The summary dashboard consists of five graphs, which provide an overview of meeting statistics for the date  
range selected.

 Totals: Bar graph showing the number of meetings and attendees per day / month, depending on the date range 
run.

 Durations: Bar graph showing the total durations for meetings and attendees per day / month, depending on the 
date range run.

 Call totals: Pie chart displaying the categories of calls, and their proportions.

 Call minutes: Pie chart showing the total minutes for each call type, in or out of a meeting.

 Host activity: Line graph showing registered hosts and active hosts per day / month, depending on the date  
range run.

25
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Organizational adoption
This dashboard helps to identify what Prism Organizations are using WebEx hosts, and whether there are unassigned 
hosts in use that should be assigned to Prism parties.

You can select the Directory tree to use (1), and then select an individual node in that tree to populate the  
Dashboard from (2).

26
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External Engagement
The external engagement dashboard gives an overview of the users and domains who have joined WebEx sessions.

The Dashboard can be organised to show either the domain, or the Email of the users that have joined sessions, whilst 
the date range can be selected, either by simple period selection, or by defining a start and end date.

There are four graphs on the Dashboard, which are all line graphs of the Top x variety.

 Total Meetings / Attendees: Shows the top x meetings / attendees broken down by month / day  
(depending on date range)

 Meeting / Attendee Durations: Shows the top x meetings / attendees by duration, broken down by month / day 
(depending on date range).

 Totals: Shows the top x total attendees, or meetings by number.

 Durations: Shows the top x total attendees, or meetings by total duration.

Host Overview
The Host Overview is non-configurable, apart from the date range, and shows the number and total durations by  
host account.

27
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Host Profile
The Host Profile displays the detail for each host, e.g. the individual meeting information for the specified period.

28
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Client Agent
The Client Agent Dashboard consists of two graphs, showing the total number and duration of sessions against the 
clients used for those meetings. Each vertical bar graph has a line for percentages showing as well.

Dashboards can support multiple Profiles per user, accessible through the Profile controls.

 

When you have configured a Dashboard, press ‘Save’ (1) to retain that profile. Click the ‘Create New’ button (2) to 
make and name a new profile.

When you have multiple profiles configured, use the dropdown (3) to select the profile to use, then the ‘Refresh’ button 
(4) to update the detail shown.

To delete a profile when it is no longer required, click ‘Delete’ (5).

29
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Reports
General Information
All of the available reports use similar controls to govern what is covered in terms of scope and date range.

 

The date range can be selected from a simple selection (1) (today, this week, last month, etc), or a customised start 
and end date and time (2). A time zone can be specified if required (3).

Once everything is selected, click the ‘Generate’ button (4).

If you are happy with the report parameters, you can then schedule it to run for a particular date, or regularly by 
clicking the ‘Schedule’ button (5). See the Scheduler section for more details.

Any parameters specific to individual reports will be covered in their section.

All the reports share a control bar, shown below.

1: Page navigation, which shows current and total pages along with controls to go forwards, backward, and to the 
beginning and end of the report.

2: Print preview is on by default, but can be turned off to show the whole report, without needing to go from page  
to page.

3: Export, with currently supported options being Adobe, csv, xls, and rich text formats.

4: Print.

5: Zoom controls, zoom in, zoom out, and fit page / page width to display.

30
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Summary
The Summary Report has two pages. The first shows the number of meetings, number of participants, total duration of 
meetings, and total participation duration in graphical form.

 

The second page shows the types and durations of calls in and out of sessions, and the host details (total and active 
over the time period).

 

31
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Organizational adoption
The Organizational Adoption report details on which areas of the company are making use of WebEx accounts.

The Report has one further parameter to use, which is a Directory node selector.

When selected, this allows a choice of Directory tree (1), and then there are options to search for (2), and (if necessary) 
to select a single node in the tree to report on (3).

 

The first page of the Report shows the usage (in number of sessions and total duration) of WebEx hosts, based on the 
Prism party names that have been mapped to them.
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The second page shows the total usage and duration ratios for each mapped host party.

 

External engagement
The external engagement report shows what external parties are attending sessions hosted by your licences.

Extra parameters for this report are:

 Group by: Domain or email.

 Order by: Meeting duration or attendee duration.

 Top X: Number of items to include on each graph.

The first page of the Report shows the total meetings and attendees:
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The second shows meeting and attendee durations:

 

Finally, page three shows the Top x charts based on total meetings, total duration of meetings, total attendees, and 
total attendee duration.
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Client agent
The client agent report shows the usage of each client in number of sessions and duration of sessions. Both in bar 
chart and percentage line graph format.

 

Exports
The WebEx module provides a set of Exports, which cover most of the Dashboard and Report contents. The 
parameters for each Export are the same as for their respective report (see the Exports section). The exports can be 
scheduled in the same way as reports, or can be manually executed and exported to Excel or csv format outputs.

Currently the following exports are available:
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Analytics
The final section in Cisco WebEx is Analytics. For full Analytics functionality, please see the Analytics module. WebEx 
widgets can be saved, exported, scheduled, and used for Alerts in the same way as normal Prism widgets.

WebEx meetings
Queries generate information on individual meetings. This can simply display individual meetings, or can be aggregated 
to display grouped information about accounts.
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