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Overview 
 
This document will explain how to install and use the Universal Add-in for TEOS compatible 
with Outlook using Office365 calendars 
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Requirements 
• From Manage for TEOS 3.3 

• Outlook 2019+ with O365 or exchange (O365 web access not compatible) 

• Compatible with Single Sign On from version 3.3 

• Please refer to the Release note of the latest Manage for TEOS Version  

• Access to Manage for TEOS Server from the internal network, by VPN or NAT from 

the client PC using the Outlook Add-in 

• An HTTPS connection needs is mandatory for this usage. A certificate needs to be 

purchased by the customer to use this feature. 

• From Version 3.3 a new business model has been created which is the TEM-

SP30.(1,3,5)Y which is one per room  

• Access to TEOS URL and possibility to add the add-in:  

https://yourteosdomain/outlookaddinuniversal/manifest.xml   
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1. Universal Outlook Add-in for TEOS workflow  
Universal for TEOS is dedicated for the employees of a company.  
This Add-in is centralizing different uses and needs from an employee. Using this Add-in, you 
can search for a room with more filter and add the room name into the agenda field of Outlook 
agenda. You will also be able to ask for service and catering using this outlook add-in 

 
 

2. Create your site within your site and manage it 
Manage for TEOS enables building and site management. For this usage the workflow is to 
create a Site Management environment.   
TEOS takes into consideration the following spaces:  

- Company (higher group level with company name) 
o Site (which contains Buildings) 

▪ Building (containing floors) 

• Floor (containing different spaces) 
o Meeting Room (can contain, room booking, display, device control 

or just resource) 
o Open Space (can contain Signage, device control) 
o Closed Office (can contain Signage, device control) 
o Common Area (can contain Signage, device control) 
o Desk (agenda management) 
o Desk zones (agenda management for a zone)  
o Parking zones (agenda management for a zone) 
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2.1. Create a new site environment in Manage for TEOS 
Go to Site Management and Site Configuration. In Site Configuration click on " Add device 
group"   
 

 
We recommend creating the following hierarchy as it is detailed in the example below. Of 
course, the hierarchy is decided by each customer depending on their needs.   
 

 
 
 

Define the name for the group 

Select a Parent of the group 

Define the group type (example: Company, building, desk) 

You can add a specific image (for logo in the Site 
Overview) and define the address information 

Time zone address and longitudes are 
used when you are in multi-site and multi 
country management. Longitude can be 

used for the wayfinding module map  
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2.2. Create Meeting rooms  
When Creating a Meeting room group type In Site Configuration there is additional information 
that is needed for the meeting rooms to be visible in the Employee App. 

 
 
Edit your meeting room and go to "Meeting Room" tab.  
With this tab, you can add a description for the meeting room visible in the Employee App.  
You can define the room capacity, add a check-in-time before the meeting starts and cancel 
time for check-in after meeting starts (for room booking).  
You can add an incident email address and allow special services (catering) defining the 
default email address to receive the request.  
Add the equipments link with the meeting room (visible In Employee App filtering and 
resources). Equipment can be created in the administration tab and equipment management. 
An image of the equipment can be added. You can also define the user groups that can see 
the room (by selecting the group having access to the meeting room) 
The content part is linked with the Room Booking tablet, the calendar of the room (O365, 
Microsoft Exchange, Google Calendar, TEOS Calendar), for the calendar the domain of the 
calendar must be accessible from TEOS. You can link a room control interface and define the 
BRAVIA interface for the room. 
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2.3. Creating a desk environment  
When Creating a desk group type in Site Configuration there is some additional information 
that is needed for the Desk to be visible into the Employee App. 
 

Edit your Desk group and go to "Meeting Room" tab.  
With this tab, you can add a description for the Desk visible 
in the Employee App.  You can define a check-in-time before 
desk usage starting and cancel time for check-in the desk in 
the app.  
 
You can add an incident email address for when the user 
reports an issue with the desk.   
Add the equipments link with the Desk (visible in Employee 
App filtering and resources). Equipments can be created in 
administration tab and equipment management. An image 
of the equipment can be added. You can also define the 
user groups that can see the room (by selecting the group 
having access to the desk) 
Content part Is linked with the calendar of the desk (O365, 
Microsoft Exchange, Google Calendar, TEOS Calendar), for 
the calendar the domain of the calendar must be accessible 
from TEOS.  
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3. Creating users for authentication  
3.1. Using TEOS User tab  

To use the Outlook Add-in, the user will use an employee license and need to be identified 
within TEOS, for that he will need to have an account under users. To create a user account, 
go to TEOS Web interface > Administration and Users.  

 
 
Click “Add new user” 
 
 
 

 
 
Define the username, email address (should be the same as O365 email address) and 
password (mandatory). You can add change the language by default, define a phone number 
for the user (if using the reception option with SMS Service), the role of the user is linked with 
the User group, with profiles by default or customized groups to only access to a specific 
section of TEOS.  
Device Localization will give also the rights to the user created to see the different meeting 
rooms for example.  
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3.2. Using Active Directory 
Active directory synchronization will allow you to use a centralized point to create users and 
just synchronize the data with TEOS. This method is very useful for more simplicity on the user 
management and for a faster user creation. Please refer to the document Manage for TEOS – 
how to use AD. Please refer to the dedicated documentation to synchronize with Active 
Directory or with Azure AD and get the users from a central point  

 

4. Install Outlook Add-in for TEOS 
This section will explain how to install the Universal Outlook Add-in. Make sure your TEOS 
server is accessible from your outlook client, that TEOS is in https and can also access to 
O365 accounts.  
More important, make sure you user in identifies into TEOS users, you can use AD for more 
simplicity.  

 
1) Deploy an Office Add-in using the admin center 

https://portal.office.com/Adminportal/Home/?#/homepage  
 
 
In the admin center, go to the settings > Integrated apps > Add-ins page. 

 
 

Select upload custom apps 
 

 

https://portal.office.com/Adminportal/Home/?#/homepage
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Insert the URL from your TEOS domain to get the manifest: 

 https://yourteosdomain/outlookaddinuniversal/manifest.xml   
 

 
 
After validating select the users of the scope, it can be all organization or just a group 

 
 
Accept the permissions and finish the deployment 

 

https://yourteosdomain/outlookaddinuniversal/manifest.xml
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2)  For a single user who wants to have it directly in his PC and has possibility to install add-ins in 

his Outlook, click File > Manage Add-ins. If you're using, click here. 

 
 
Click on” My add-ins” and press add an addin from a URL. Insert the following URL:  

https://yourteosdomain/outlookaddinuniversal/manifest.xml  

 
 
 
 
Click ok and press install. Your add-in is added into outlook 
 

 
 
 
To use it, you can go to calendars under Outlook and select a slot for a meeting. When the 
pop will appear, you will be able to see the Universal Add-in for TEOS with TEOS logo.  
 

 
 

https://go.microsoft.com/fwlink/?LinkId=624034
https://yourteosdomain/outlookaddinuniversal/manifest.xml
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5. Using the Universal Outlook Add-in for TEOS 
This section will give more details on the options proposed in the Universal Outlook Add-in for 
TEOS.  
 

5.1. Search for a Room  
Search for a room option is using Employee app mobile web frame to be able to give more 
options on the meeting room research, using the filters:  

- Date and time 

- Location (building, floors etc) 

- Capacity (number of seats) 

- Equipments (Under Administration for TEOS)  
 
When pressing the Universal add-in for TEOS, TEOS will check if you are user in the platform 
and request O365 calendars for you too see your meetings plan and to book you need to 
applied the filter and press search  

 
The different available filters are: 

- When?  
o Define Date 
o Starts at (to define the time)  
o Duration of the booking  
o From version 3.3 recurring research is possible, but the conflicts are only reported 

back after the invite sent according to  
 

 
 
 
 

1 

2 

3 



12 | Outlook Add-in for TEOS – Installation and user manual  

 

Filter based on capacity of the space (the maximum is defined based on the capacity of the 
room configured in TEOS) 

 
 
Filter based on the localization, you can choose the site and the building.  

 
 
Filter based on equipment 

 
 
Press search on the top to get the list of spaces available.  

 
 
When research is done, click on the meeting room you want to use to be able to place it in the 
Outlook Agenda to invite the room. 
 

 

The meeting room 
address will be shown in 

the outlook agenda 
invitation 

Click on the 
room 
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5.2. Request Service and Catering 
After selecting the room, and if the room is proposing Service and Catering you will be 
able to select the number of attendees and the type of meeting and cost 
center/department (to be reported into TEOS vendor platform) and you can also select 
a host who will be able to see and have the same rights with the service requested. 
After selecting the room, and if the room is proposing Service and Catering you will be 
able to select the number of attendees and the type of meeting and cost 
center/department (to be reported into TEOS vendor platform) and you can also select 
a host who will be able to see and have the same rights with the service requested.  

 
Next steps for service and catering will allow user to select the products available the time they 
need to be served and a note, add them and submit the request which will be sent then to the 
vendors in TEOS Admin platform.  
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The request done is after visible under the Employee app within the Service and Catering tab. 
The requests can be edited and/or deleted if the cut of time allows it.  
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