
System Administration

Setup Worksheets

Use these worksheets to record your decisions about how to
set up Unity. Photocopy the worksheets, and save the originals
for future use. You can also print copies of the worksheets from
PDF files found on the Unity compact disc. Each worksheet
includes references to the specific Unity Administrator page
where settings will be entered, and to the Unity System Admin-
istration Guide, where more information is provided.
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WORKSHEET 1: SCHEDULE    

What are the hours of your organization?

Do have you have a call center that runs 24 hours a day?

Are there groups that keep a different schedule than the organization at large 
(for example, Technical Support)?

Are there groups that need different greetings at different times?

What holidays does your organization observe?

WORKSHEET 2: CLASS OF SERVICE  

Class of service categories define rights and permissions for subscribers as well 
as assign licensed features (such as Text-to-Speech E-mail and FaxMail). Typi-
cally, organizations have at least two class of service categories: default sub-
scriber and default administrator. You can define as many classes as you need.

How many subscribers need administrator access to Unity? 

If you are using more than one administrator, what categories of access are 
needed by each administrator? Choose from the following:

Create, edit, or delete call handlers

Create, edit, or delete class of service objects

Access diagnostics

Access reports

Create, edit, or delete restriction tables

Create, edit, or delete routing tables

Create, edit, or delete schedules and holidays

Access status monitor

Create, edit, or delete subscribers

Access technician functions (configuration, licensing, ports and switch 
pages) 

Create, edit, or delete public distribution lists

Define and list the various groups or departments that exist within your 
organization. 

Which of your organization's groups need access to specific licensed features, 
including the following?

ViewMail for Outlook

ActiveAssistant

Text-to-Speech E-mail (TTS) 

FaxMail 

Do any of your organization's groups need to be able to change call screening or 
call holding options?

Do you wish to restrict any of your organization's groups from dialing long-
distance phone numbers when using message notification, sending outgoing 
faxes, or transferring calls?

SEE ALSO
Unity Administrator: System > Schedules
System Administration Guide

INSTRUCTIONS
Use this worksheet to record your decisions about how to set up schedules. 
Make a photocopy of the worksheet for each schedule, and save the origi-
nal for future use.

WORKSHEET 1: SCHEDULE worksheet page 1 of 1

SIGNATURE ______________________________________________________________ DATE _________________________________________________________________

WORKSHEET 2: CLASS OF SERVICE worksheet page 1 of 1

SIGNATURE ______________________________________________________________ DATE __________________________________________________________________

SIGNATURE ______________________________________________________________ DATE _________________________________________________________________

SEE ALSO
Unity Administrator: Subscribers > Class of Service
System Administration Guide

INSTRUCTIONS
Use this worksheet to record your decisions about how to set up a class of 
service. Make a photocopy of the worksheet for each class of service, and 
save the original for future use.
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WORKSHEET 3: SUBSCRIBER TEMPLATE  

Define and list the various groups or departments that exist within your organi-
zation. (You can use the same groups that were defined for class of service. 
Subscriber template categories tend to parallel most major class of service 
categories.) 

Do you have subscribers who are off-site (such as outside sales staff)? If yes, 
how many? Where are they located?

Which schedule will you assign to each group?

Which class of service will you assign to each group?

What password policies would you like to apply to each group?

Conversation page and Call Transfer page options: Many of the options on these 
pages define parameters that depend on individual preferences. Subscribers 
who have access to the ActiveAssistant can change conversation preferences as 
needed.

Do your defined subscriber groups need access to full conversation menus (on 
the phone interface) in Unity, or are brief conversation menus enough? 

Do all of your organization's groups transfer to the same operator? Or do you 
have groups in your organization that use a separate, group-specific operator?

Caller Input page: Assign one-key dialing options as appropriate for specific 
groups of subscribers.

Messages page: Do you wish to use message waiting indicators (MWIs) for mes-
sage notification? Check port allocation to make sure that a port has been 
assigned to this purpose.

WORKSHEET 4: CALL HANDLER  

For detailed information on creating call handlers, refer to “Creating a call man-
agement plan” on page 307 in the Unity System Administration Guide.

WORKSHEET 5: CALL ROUTING  

Do you have calls coming in on a specific line that you want to route to a spe-
cific call handler?

You may have other call routing needs that depend on your integration. It is 
essential to understand your integration, including the call packet information 
available to your organization. Talk with your installer. For more information, 
see “Call routing tables” on page 347 of the Unity System Administration Guide.

INSTRUCTIONS
Use this worksheet to record your decisions about how to set up call rout-
ing tables. Photocopy the worksheet, and save the original for future use.

WORKSHEET 5: CALL ROUTING worksheet page 1 of 1

SIGNATURE ______________________________________________________________ DATE __________________________________________________________________

SEE ALSO
Unity Administrator Subscribers > Subscriber Template
System Administration Guide

INSTRUCTIONS
Use this worksheet to record your decisions about how to set up a sub-
scriber template. Make a photocopy of the worksheet for each subscriber 
template, and save the original for future use.

WORKSHEET 3: SUBSCRIBER TEMPLATE worksheet page 1 of 5

SIGNATURE ______________________________________________________________ DATE _________________________________________________________________

WORKSHEET 4: CALL HANDLER worksheet page 1 of 4

SEE ALSO
Unity Administrator: Call Management > Call Handlers
System Administration Guide

INSTRUCTIONS
Use this worksheet to record your decisions about how to set up a call han-
dler. Make a photocopy of the worksheet for each call handler, and save 
the original for future use.

SIGNATURE ______________________________________________________________ DATE _________________________________________________________________

SEE ALSO
Unity Administrator Call Management > Call Routing
System Administration Guide
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Name of schedule____________________________________________________________________
SIGNATURE___________________________________________________________
SEE ALSO
Unity Administrator: System > Schedules
Page 143 in the System Administration Guide

INSTRUCTIONS
Use this worksheet to record your decisions about how to set up 
schedules. Make a photocopy of the worksheet for each schedule, 
and save the original for future use.
DATE ________________________________________________________________



WORKSHEET 2: CLASS OF SERVICE     worksheet page 1 of 1
SIGNATURE___________________________________________________________
SEE ALSO
Unity Administrator: Subscribers > Class of Service
Page 172 in the System Administration Guide

INSTRUCTIONS
Use this worksheet to record your decisions about how to set up a 
class of service. Make a photocopy of the worksheet for each class of 
service, and save the original for future use.
DATE ________________________________________________________________
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SIGNATURE___________________________________________________________
SEE ALSO
Unity Administrator: Subscribers > Subscriber Template
Page 196 in the System Administration Guide

INSTRUCTIONS
Use this worksheet to record your decisions about how to set up a 
subscriber template. Make a photocopy of the worksheet for each 
subscriber template, and save the original for future use.
DATE ________________________________________________________________
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SIGNATURE___________________________________________________________ DATE ________________________________________________________________
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SIGNATURE___________________________________________________________ DATE ________________________________________________________________
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SIGNATURE___________________________________________________________ DATE ________________________________________________________________
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SIGNATURE___________________________________________________________ DATE ________________________________________________________________
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SIGNATURE___________________________________________________________
SEE ALSO
Unity Administrator: Call Management > Call Handlers
Page 310 in the System Administration Guide

INSTRUCTIONS
Use this worksheet to record your decisions about how to set up a 
call handler. Make a photocopy of the worksheet for each call han-
dler, and save the original for future use.
DATE ________________________________________________________________
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SIGNATURE___________________________________________________________ DATE ________________________________________________________________
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SIGNATURE___________________________________________________________ DATE ________________________________________________________________
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SIGNATURE___________________________________________________________ DATE ________________________________________________________________
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SEE ALSO
Unity Administrator: Call Management > Call Routing
Page 347 in the System Administration Guide

INSTRUCTIONS
Use this worksheet to record your decisions about how to set up call 
routing tables. Photocopy the worksheet, and save the original for 
future use.
SIGNATURE___________________________________________________________ DATE ________________________________________________________________


