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Setting up Collaborate

Before you start to allocate the Collaborate bolt-ons to your users, you
must ensure that each relevant Horizon site is set up with a Collaborate
conference bridge. This needs to be done for all sites that have
Collaborate users.

Before you start this, you should make sure you have
enough Collaborate bolt-ons.

Site Setup
Step 1

Go to Site Management and select the site you wish to add a conference
bridge to by selecting ‘Manage’
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Dashboard / Site Management

Manage Sites

Sites

NewburyOffice3
NewburyOffice?
NewburyOffice
ManchesterMalthouses
ManchesterMalthoused
ManchesterMalthouse3
ManchesterMalthouse2
ManchesterMalthouse
ManchesterFocal
Malthouse 6
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Step 2

If no site DDI has been set up, you'll need to do this before you will be
presented with the Collaborate settings. If you need additional DDI
numbers, please contact us.

Once a Site DDl is set up, select ‘Collaborate Settings'.

If ‘Collaborate Settings’ does not appear, this means that you have no
Collaborate bolt-ons assigned to your Company. Please contact your
Customer Development Manager (CDM) for additional bolt-ons.
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Dashboard / Site

ManchesterMalthouse

Manage ManchesterMalthouse

Schedules Authorisation Account Codes Call Policy

Create and manage time schedules Create and manage authorisation account Override a sub set of call policy features for this
codes site

Call Barring Music on Hold Manage Numbers

Setup the call barring aptions for this site Set up the music that a person hears when put Manage the numbers assigned to this site
n hold

Collaborate Settings

Manage the Collaborate Room on this site
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Step 3

You can now enter all the settings required to set up a site to work with Collaborate. The details are:

Setting Meaning

Conference Name This is a unique name for the conference bridge at this site. It is used for reporting purposes so you
can identify a conference bridge

Conference DDI This is a geographic telephone number that users can dial to gain access to My Room sessions for
voice and video conferencing

Conference Extension This is an extension number that users on the same Company can dial to get an audio only bridge if
they are a non-Collaborate user

Caller ID settings This is how outbound calls will be presented. This only displays when a Room owner contacts a user
from their Room using the in-call IVR

If you change the Conference DDI, all users on that Dashboard  Users  SiteManagement CallGroups Device Management ~ Administration  Recorded Calls  Stafistics
site that use Collaborate will need to log out and ot ! ' setines
back in for the changes to take effect, otherwise Manchestertfalthouse Collaborate Settings
if the user tries to dial into a My Room session, the CC,'N"mm_-MMM“h
call will fail. WH?T
Conference DDI
You can only remove a Conference DDI once all SO ——— U —
users on that site have had Collaborate removed WHT
from their settings. EEEr—
Conference Extension ?
Click 'Save'. WH?T
Caller ID Settings
Calling ID First Name Cang ID Last Name
WH?T
+ save

User Setup

Once a site has been set up for Collaborate, you can enable Collaborate for a user. The process is very similar to enabling a
desktop soft client for a user.

Ste p 1 NN AN callGroups  Device Management  Administration  Recorded Calls  Statistics.

Dashboard / §  ListUsers lanchesterMalthouse

Add User

Hover over 'Users' and select 'List User’ Manche use

Bulk Add Users

Add User Create Group ¥ Current Site DDI &

Step 2 Dashboard Users Site Management Call Groups Device Management Administration Recorded Calls Statistics
Dashboard / User Management
Select the user which you wish to add or remove User Management
; ; e bsthame: ()
Collaborate for and click the 'Edit’ button A _
semame: (@ gammastaficom e
Extension” Department Al -
Site Al - Mac Address: [:] ?
Wbl )
=
Users
[0 FEirstName LastName Phone Number Extension IType HRP Email Address Site
O © Richard James e 3384 FMC B richard
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Ste p 3 Dashbeard Site Management  Call Groups  Device Management  Administration  RecordedCa s Statistics
Dashboard / User Management / Edit User

Select ‘Phone’ tab and then ‘Manage Soft Clients’ Edit Richard James

Profile | PersonalDetails | DDI | Services Call Setup permissions [T Baming | Call Centre
Desk Device Details
Vendor:  Polycom
Model: VVX500
Codec: G

Mac Address: 64:16:7F-94:6A:4D
Profile Type: Polycom VX500

WH?T

Device Customisation Manage Soft Clients Change Codec Change Device

Mobile Device Details

Mobile Number- &R

Device Name: ONEPLUS 5 (A5000)
SIM: 894439100000004025 1
Handset (IMEI): JEUTERE0SR0

WH?T

Step 4

Site Management  Call Groups  Device Management  Adminis| Recorded Calls

Dashboard / User Management / Edit User

Select 'Enable Collaborate’ Edit Richard James

Profile | Personal Details | DDI | Services Call Setup pormissions  [EZESCM Baring | Call Centre

If a user has either the 'Soft Phone Client - Desktop’ HOW
or ‘Soft Phone Client - Mobile’ enabled, these

will need to be removed before you can enable
Collaborate is the Unified Communications tool that is available as an additional service with your Cloud Telephony Platform. If you would like Collaborate

H 1 U enabled for this user, please select the tick box below and update the user's settings. Once Collaborate is enabled. the users preferences of the senvices are
Collaborate. Click ‘Save'. editable in the Call Setup tab

Enable Collaborate h

Collaborate

The user will receive an email advising them how to Current Codec el
get the Collaborate service. Existing SOft Client users GT41 - This codec is for higher bandwidth connections, providing nermal telephane quality with good reliability

Current Video Codec: H264
will also receive a reset password email and their WH?T
device will restart several times. Soft Phone Client - Desktop

. The Desktop Client will allow a user to use the key features of the Horizon application through a dedicated Desktop Application. It will provide great features

If the user already uses the Horizon desktop such asms?antmésﬁgmg and esta‘bhshm;/re:e\\yﬂng ‘:aHsusltnglhe\rHuﬂzsg et ' P Appltion [l provis grest et
soft client, they do not need to download the pesteop Clert
software and can just log out and back into the Soft Phone Client - Hobile
Horizon desktop client to be granted full access to Ths MnbgT chhen} will allow 2user o ues m: key featurebg of the Horizon application through a Smart Phone Application, with the benefits of instant messaging

and establishing/receiving calls using their Horizon number
Collaborate features. Hobile Gl

MyConnect app

MyConnect is the companion app that enhances the user experience and provides the user's mobile with the power of a desk phone, making Horizon features
and user settings easily accessible and integrated with their mobile phone. Visual Voicemail. Company Directory. mid-call senices like Call Transfer and Call

Dear Customer, Hold, Mokile Presentation settings can be made available to the user only via the MyConnect app.
MyConnect app m]

Collaborate, the Unified Communicafions service, has been enabled for your cloud telephony account. WH?T

Upgraded from the Soft Phone Client?  Save

Mobile Device Details

Mobile Number: BT
Device Name: ONEPLUS 5 (A5000)

If you have been using the Soft Phone Client and have upgraded to Collaborate, all you need to do is
log out and back into the client for the full Collaborate feature set to be enabled. This can be done on

your deskiop (Windows and Mac) or mobile (Android and iOS) devices. SIM: 8944391000000040251

Handset (IMEI): SSRGS
New to making calls from your Desktop or Mobile via Cloud WH?T
telephony?

If you have never made a call before you will need to download the client. You can do this by using the
links below. Please note, you will need administrator privileges on your PC or Mac fo install the client.

= Windows
= Mac 0OS

You can also download the Collaborate clients from either the Google Play Store for Android devices, o
Apple's App Store for i0S devices

Your

s com

Your client password should have already been emailed to your separately. If you have not received
your client password, please check your spam folder before contacting your Company Administrator.

If you have any queries with Collaborate, please contact your Company Administrator.
Kind Regards

unlimitedhorizon.co.uk
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