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How do | gain access to the Horizon
website?

Horizon can be accessed at www.unlimitedhorizon.co.uk, and supports Internet Explorer 6.0, 7.0, 8.0,
9.0, Mozilla FireFox, Safari, Chrome, and Opera.

From here you will be prompted to submit your user details:

Usemame.[ ]

Password: [ ]

Remember Me
Forgot Password

Sign In

Please note that only individuals who have a Horizon account and
autherised access to the Horizon Portal should proceed beyond this point. For
the security of customers, any unauthorised attempt to access Horizon
information will be monitored and may be subject to legal action. Customers
are reminded to keep their customer login information confidential and secure
and to contact their Reseller immediately if they are aware someone else
knows their login details.

How do | change my password?

Go to www.unlimitedhorizon.co.uk, log in and select "My Details".

@ Horizon o |

Call Setup  Direciody My Fealures  Remole Office HolDesk  Call Centre
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Select "Change Password".

@ HﬂriZUn Faip | My Detsidy | LogOut

Call Satup  Deeclory My Fealires  Homols Ofice  HolDesk  Call Conlre

Dashsboard | My Dotalls
My Details

Frofile

Haaimei: Lingh Rwily
USarman: Imdraity@nditest com Depanmant: BPE
Phosa Mamban 0 Extensdon: EZM

Edit Dertails

Contact Mabda

=l

Enter your old password and new password in the relevant boxes and click "Change".

Dashboard Call Setup Directory My Features Remote Office Hot Desk Call Centre

Dashboard / Change Password

Change Password

Change your Password

Your current password will expire in 60 days

Old Password: [ ]
Mew Password: [ ]l——l

Confirm Password: [ ]

I Change I
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Logging in as the End User

How do | customise my Dashboard?

The dashboard can be customised to ensure you achieve the best view for your specific needs. In order
to do this, simply hover over the title of a section you want to move and drag it to your preferred place
on the screen.

orizon I

Dashboard Call Setup Directory My Features Remote Office Hot Desk Device Customisation

Call Forwarding Profile None ¥ Manage Profiles

Call Statistics <4 '

 Missed

winning

' 7818 ) W
Received
= Placed
Tom Ed 10:42 AM .
Murray Jul 24, 2020 2:02 PM L
Murray Jul 24, 2020 2:02 PM Vi
Jed Eas Jul 24, 2020 10:37 AM ' me [ )
Murray Jul 24, 2020 9:21 AM - mber [:] ?
Murray Jul 24, 2020 9:18 AM L & Add
019937 Jul 23, 2020 5:05 PM L™
Mewbur Jul 23, 2020 4:30 PM .
Richard Jul 23, 2020 4:24 PM -
Richard Jul 23, 2020 3:55 PM L
; WH?T
Vnur Cliante

How do | initially configure my user access?

If you are logging in for the first time then you will be prompted to setup a few basic features to establish
your user account. Your company administrator will have provided you with details on the features
assigned to you and your number and user extension.

If you would like further details on the features assigned and what they allow you to do, you can review
under the “My Features” link on the homepage
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@ Horizon -

Dashboard  Call Setup  Direclory EEVEESHTESE  Remote Offce  HotDesk  Call Centre

Dashboard / My Features
My Features

Available Features Call Policy
Anonvmous Call Rejection a

Automatic Calba

Barge-in Exempt

Busy Lamp Field

Call Forwardng Always
Call Forwarding Busy

Call Forwardmg Mo Answer
Call Motify

Call Retum

Callina e N Nebeere Alackinn b

In Call -
Outgoing Call =

Feature Information

Anoiymaous Call Repction

Enables & user to rapsct calis from anomymous paties who have aplietly restncted thir Caller ID. By actrabng the sanece vwa 8 web intefsce callars withoul
avalable caller dentdeabon are informed that the user (s not sccepleg calls at that ime. The user's phone does not nng and the user Seas of haads no
indication of the attemgpted call. This serice does not apply 1o calls from waithen the group

The standard features requested on your initial access are:

e Call Handling — decide how you would like to route incoming calls

e Twinning — the ability to phone a mobile device or another number if your phone or extension is
dialled

e Change of password — change the password assigned to ensure this is unique to your user
access

Once completed and to ensure you are aware of all features available through the Horizon system we
would advise reviewing the following areas.

e Dashboard

e Call setup

e Directories and contacts
e Remote office
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The Dashboard

From the Horizon dashboard you have the ability to influence a number of user settings as well as
review your own call usage and performance

Lindi Reilty

& Horizon

Dashboard Call Setup Directory My Features Remote Office Hot Desk Device Customisation

Call Forwarding Profile None ¥ Manage Profiles
Call Statistics
 Missed
Directory
Received [ ] \ =
T Placed 1 He L
120( S
1200 \%
610 e
Ton 10:42 AM e AL Y
Mui Jul 24, 2020 2:02 PM < aaat
Mui Jul 24, 2020 2:02 PM < Aar %
Jed Jul 24, 2020 10:37 AM < -
Mui Jul 24, 2020 9:21 AM LW
Mui Jul 24, 2020 9:18 AM e
019 Jul 23, 2020 5:05 PM S
Newbury Office 3 Collaborate  Jul 23, 2020 4:30 PM L9
Richard Jul 23, 2020 4:24 PM <
Richard Jul 23, 2020 3:55 PM L
Twinning
(078 ) W
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How do | make a telephone call using “Click to Dial”?

There are a number of ways you can make a telephone call over the Horizon handsets, one of which is
also the ability to “Click to Dial” from the Horizon system.

“Click to Dial” means that the Horizon system will call the number of the account you are logged in as,
and once answered, then connect you through to the number against which you have clicked the “Dial”

button %

PIUTEESTEN  Call Setup  Directory My Features  HotDesk  Queue Groups

Twinning
Mame [
MNumber | | B
& Add Directory
i search |
| %, Dial
Bob Test (01812
Dan Test (01427 -\,
WH?T | || saadiedi tazs
ggdfgdf (4354)
Hunt Group Tes |
Lindis Test (737

Louise Test (122

Mike Test (1796,

This feature is available wherever a contact or directory entry is shown on the screen.
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How do | setup Call forwarding?

Call forwarding is the ability to redirect a call from delivering it to your handset, to delivering it to another
number.

This can be setup from the dashboard screen by selecting on the drop down box showing “Call
Forwarding Inactive® and you are then able to define a number, and update this field with this detail

Profile | Personal Details | DDI | Services m Permissions | Phone | Barring ‘ Call Centre

ncoming Calls Call Forwarding

Call Handling
Twinning Call Forwarding Settings
Blacklist
Settings MNo Forwarding
Call Alerting . .
Advanced v Forward all incoming calls
Outgoing Calls ® Forward calls selectively, determined by called number
Speed Dial
Settings When someone calls my fixed number
In Call Options ® No action
Call Transfer -
Settings Forward the call to: |

atting Send the call to voicemail

all Forwarding
ot Ues When someone calls my mobile number
Voicemail Settings _
Call Recording ¢ No action
Manage Profile (

Forward the call to:

Remote Office |
Connect Send the call to voicemail
Mobile Presentation WH?T

' Save

If you would then like to activate the call forwarding, you can do so by clicking on the “Activate” button
at which point your calls will be forwarded to this destination.

How do | manage my profile status?

A call profile allows the system to know what status you are in and manage your calls according to the
rules you have defined for each status. These can be selected through the drop down menu for “Profile”

Dashboard Call Setup Directory My Features Remote Office Hot Desk Call Centre

Call Forwarding Profile Available In Office ¥ Manage Profiles

None

(Cell SEEsiEs Available In Office

Awvailable Out Of Office
Busy

Unavailable

Through simply clicking on one of these statuses the system will implement the call routing configured
straight away.
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If you do not see the "Manage Profiles" button or the Profile drop down menu from your dashboard, this
needs to be set up by an Administrator.

Select the profile that you want to edit by clicking the corresponding "Edit" button.

Dashboard Call Setup Directory My Features Remote Office Hot Desk Call Centre

Dashboard / Manage Profiles

Manage Profiles

Profiles

Status Name

o Available In Office [ Edit |
) Available Out Of Office [ Activate | [ Edit |
c hctvat | e |
[ ] Unavailable m m

Make the changes which you wish to make and then click Save.

How do | adjust my call profiles?

In order to adjust a call profile you simply need to select the “Manage Profiles” button next to the Profile
drop down list from the Dashboard home screen.

Dashboard Call Setup Directory My Features Remote Office Hot Desk Call Centre

Call Forwarding Profile None ¥ : Manage Profiles i

Call Statistics

From the following screens you then have the ability to either activate that profile or edit the settings
assigned to it. The screen will also show which profile is currently in use through the status icon.

Dashboard Call Setup Directory My Features Remote Office Hot Desk Call Centre

Dashboard /| Manage Profiles

Manage Profiles

Profiles

Status Name

o Available In Office
® Available Out Of Office [ Activate |
c ==
[ ] Unavailable m

By clicking on the “Edit” button you now have the ability to configure the call profile for the status
selected, dependant if the call is answered or you are on the phone.
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Dashboard Call Setup Directory My Features Remote Office Hot Desk Device Customisation

Dashboard / Manage Profiles / Edit Available In Office

Edit Available In Office

Settings

Also ring this phone number [ ] :-a.‘l

WH?T

If I'm Busy
® Send to Voice Mail
O Forward Call

Forward to this number [ ] :-a;l

WH:T

If | Don’t Answer
® Send to Voice Mail
O Forward Call

Forward to this number [ ] Q)

WH?T

D [V

To complete the process and to save the associated settings, ensure you click on the “Apply” button
which will ensure the settings are saved for when you choose to select the profile.

How do | view Call Statistics for my phone?

Call Statistics are visible from the Dashboard screen for the number assigned to the user account.

Within this section you have the ability to view the pie chart and hover over an area to see the
percentage of calls either, Received, Placed or Missed.
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Dashboard Call Setup Directory My Features Remote Office Hot Desk Device Customisation

Profile Nono ¥
Call Statistics
 Missed
Directory
> [ )l search |
Received [ ] & L
T Placed 1F AW

12( (%
121 <
61 A

Tom 10:42 AM A An W

Murr: Jul 24, 2020 2:02 PM A" a1

Murr; Jul 24, 2020 2:02 PM S Aa N

Jed £ Jul 24, 2020 10:37 AM & e me e o -

Murr: Jul 24, 2020 9:21 AM A"

Murr; Jul 24, 2020 9:18 AM A

0199 Jul 23, 2020 5:05 PM <

MNewt Jul 23, 2020 4:30 PM \.

Rich; Jul 23, 2020 4:24 PM &

Rich; Jul 23, 2020 3:55 PM &

The Call Statistics also shows the contact or number for the type of called made for the last 10 calls,
along with a time and date stamp and a symbol showing if it was:

x
Missed

=
Made

-
Received

If you then wish to call this contact or number back you are able to by clicking on the “Dial” icon which
will action a return call through the “Click to Dial” feature.
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How do | setup “twinning” of my mobile with my
landline?

Twinning is the ability to setup another number to ring at the same time as your Horizon handset. This
feature should have been setup through the initial steps of your first access to the system, however if
not, it can be managed through the Dashboard of the Horizon system.

In order to add a twinned device you simply need to fill in the name and number of the device you wish
to twin, before clicking on “Add” to put it into the Twinning box.

Twinning
o Mumber added successfully
Mobile(07818¢ ) W

MName [ ]

INumber [ ] ?

¥ Add

If you would like to delete a number that is “twinned”, this again can be done by simply clicking on the
rubbish bin icon within the Twinning box.

You are also able to implement a more customised twinning through the “Manage” icon. By clicking this
it will put you into the “Call Setup” section of the system.
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Dashboard Call Setup Directory My Features Remote Office Hot Desk Device Customisation

Dashboard / Call Setup

Incoming Calls Twmnlng
Call Handling
Twinning
Blacklist
Settings m Enable twinning for all numbers
Advanced a
Ccall Notify
Sequential Ring Twinning
Busy Lamp

Outgoing Calls ©nobile (0781 ) g,‘ Name [ ]
Settings

In Call Options ¥ Add

Call Transfer
Settings
Settings

Call Forwarding
Hot Desk
Voicemail Settings
Manage Profile
Remote Office
Collaborate

Enable Twinning

WH?T

If you then click on the “Advanced Settings” icon you will have the ability to customise the use of twinning
on your number.

Dashboard Call Setup Directory My Features Remote Office Hot Desk Device Customisation

Dashboard / Call Setup

Incoming Calls Tw'"“'"Q
Call Handling
Twinning Active Number
Blacklist
Settings m Enable twinning on Maobile
Advanced a
Call Hotify
Sequential Ring Restrict by Calling Number
Busy Lamp . . . . .
Tfres G ® Twin for any incoming call O Only twin for the following numbers
Speed Dial
Settings
In Call Options Restrict by Schedule
Call Transfer
Settings @® Use twinning on this number all the time  © Use twinning on this number anly when I'm available
Settings

Call Forwarding
Hot Desk  Save
Voicemail Settings

Manage Profile

Remote Office

Collaborate

To complete and implement the required twinning simply click on the “Save” button.
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How do | search the directory?

From the Dashboard screen of the Horizon system you have the ability to search the Company directory
and also your own contacts.

Dashboard Call Setup Directory My Features Remote Office Hot Desk Device Customisation

Call Forwarding Profile None ¥ Manage Profiles

Call Statistics
- Missed
| Directory )
[ I search
Received [ ] \' 1
1 Horize AN
1200 fro e
1200 Th W
6100TR. AN
Tom 10-42 AM S AA Test W
Murr Jul 24, 2020 2:02 PM < aaatest
Murr Jul 24, 2020 2:02 PM A Aamir € (W
Jed | Jul 24, 2020 10:37 AM < e e -
Murr Jul 24, 2020 9:21 AM <
Murr Jul 24, 2020 9:18 AM A
019¢ Jul 23, 2020 5:05 PM <
MNew Jul 23, 2020 4:30 PM <
Rich Jul 23, 2020 4:24 PM W
Rich Jul 23, 2020 3:55 PM <

By typing in a name and clicking on the “Search” button this will bring back all contacts recognised
within the “Directory and Contacts” section, where it will then allow you to use the “Click to Dial”
functionality to make a call from your device.
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How do | change my details?

As an End User, you have the ability to make basic changes to your information, as well as being able
to change your password.

& Horizon -

Dashboard  Call Setup  Dewciory My Featwrss  Remots Office  HolDesk  Device Ceslomisation

Dashboard § My Details
My Details

Profile

Ham; Lindh Roaslhy
Usarname: Lindi . Departmisnt:
Phong Humbaen Q1635 Extonsion: 7971

Edit Dwtails

Contact Mobsle

T v o

In order to access this you simply need to select “My Details” from the user menus.
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Call Setup

Within the Call Setup section of the Horizon system, you have the ability to control and implement a
number of different services and features

Dashboard Call Setup Directory My Features Remote Office Hot Desk Device Customisation

Dashboard / Call Setup

Incoming Calls
Call Handling
Twinning
Blacklist

Settings
Advanced ¥
Qutgoing Calls
Speed Dial
Settings

In Call Options
Call Transfer
Settings
Settings

Call Forwarding
Hot Desk
Voicemail Settings
Manage Profile
Remote Office
Collaborate

How can | handle incoming calls?
To handle incoming calls you can use the user profiles to adjust your status and the call routing
accordingly, or you can look to use the Call Handling screens to pre-define the settings you would like

to apply.

Dashboard Call Setup Directory My Features Remote Office Hot Desk Device

Profile None
Mone
Call Statistics “Available In Office " 1
Available Out Of Office ~
Busy Directory
Unavailable {
Received ’
T Placed 1 HorizonOnb
1200 from Uni
1200 Third Div
RINNTRA Tact
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You may get some notification messages in the top right. These are a blue circle with either a ! or ?
icon. Hover over these for more information, as depending on the features you have set up, you might

not be able to edit the Call Handling options.

From the Call Setup screen, ensure that you're on the Incoming Call Handling tab and then you have

the following options:

e  When I'm Busy

e No Action

e Forward the Call to a defined number
e Send call to voicemail

e When | don't answer after x rings

e No Action

e Forward the Call to a defined number
e Send call to voicemail

e When I'm Unreachable

e No Action

e Forward the Call to a defined number

Dashboard Call Setup Directory My Features Remote Office

Dashboard / Call Setup

Incoming Calls Call Hand"ng

Call Handling
Twinning

Hot Desk Device Customisation

When I'm Busy
Blacklist
Settings O No Action
Advanctad v O Forward the call to: [ ] :_(-I:I
Outgoing Calls
Speed Dial ® Send the call to voicemail
Settings WH?T
In Call Options
Call Transfer
Settings When | don't answer
Settings )
Call Forwarding aﬂer fngs
Hot Desk O No Action
Voicemail Settings .
Manage Profile O Forward the call to- [ ] a
Remote Office ® . .
Collaborate Send the call to voicemail

WH?T

When I'm Unreachable

® No Action

O Forward the call to: [ ] :_C-il

WH?T

Voicemail Settings  Save

Horizon | End User Guide
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In order to adjust these settings simply click the relevant button and update the field, or search using
the “Address Book” button before clicking on “Save” to implement the changes made.

How do | blacklist a caller?

If you are constantly receiving marketing calls or other nuisance calls types from specific numbers, you
have the ability to “Blacklist” a telephone number.

Dashboard Call Setup Directory My Features Remote Office Hot Desk Device Customisation

Dashboard / Call Setup

Incoming Calls Blacklist

Call Handling

Twinning Blacklisted Numbers
Blacklist )
Settings (X Enableisable the Blackiist Blacklist Numbers:

Advanced ¥ Add Blackiist Number- 0123 v
Outgoing Calls . 1 |
Speed Dial ( BN
Settings

In Call Options
Call Transfer
Settings
Settings

Call Forwarding
Hot Desk
Voicemail Settings
Manage Profile WH?T
Remote Office
Collaborate

¥ Add

 Save

To do this simple type in the number to be “Blacklisted” and click on the “Add” button to add them to the
list. Please ensure you also click on the “Save” button to ensure this list is saved.

When a number is blacklisted whenever they call, they will hear engaged tone or a similar network
message preventing the call being delivered.

If you would like to remove a number from your “Blacklist” then you can simply click on the rubbish bin
icon in order to delete the number from the list.

How do | change my incoming call settings?

There are a number of settings that can be changed within the Call Setup section:

o Ability to reject withheld numbers

e Enable or Disable music for calls on hold

e Present the incoming caller ID for External Calls
e Present the incoming caller ID for Internal Calls

e Enable and Disable “DND” Do Not Disturb
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Dashboard Call Setup

Dashboard / Call Setup

Incoming Calls
Call Handling
Twinning
Blacklist

Settings
Advanced ¥
Outgoing Calls
Speed Dial
Settings

In Call Options
Call Transfer
Settings
Settings

Call Forwarding
Hot Desk
Voicemail Settings
Manage Profile
Remote Office
Collaborate

Directory My Features Remote Office

Incoming Call Settings

Settings
Reject Withheld Numbers

Hot Desk

Device Customisation

Enable music for calls on hold

Show Directory Contact Name

Present Incoming Caller's ID for External Calls

Present Incoming Caller's ID for Internal Calls

Do Mot Disturb

Distinctive Ring for External Calls

HEB 0B BE

WHYT

v Apply

In order to implement these settings simply click on the corresponding switch to either say “On” or “Off”
for the feature you would like to adjust before ensuring you click on the “Save” button to save your

preferences.

How can | be notified of missed calls to my number?

As well as the missed call options on your allocated Horizon handset, you can also setup the Call Notify
option under the Call Setup section. This service allows you to receive an email to your chosen email
address for either all numbers that contact you or a specified list of numbers, to alert you to the fact

Call Recording
Manage Profile
Remote Office

there is a call.
Profile | Personal Details | DDI | Services Call Setup Permissions | Phone | Barring | Call Centre
Incoming Calls Call NOtlfy
Call Handling
Twinning Notify Options
Blacklist o i H
Settings Call Notify m
Advanced & . .
Call Notify Notify Email: [
Sequential Ring
Busy Lamp
Outgoing Calls Restrict by Schedule
Speed Dial
Settings * Use call notify on this number all the time Use call notify on this number only when I'm available
In Call Options
Call Transfer
Setti
© |r.1gs Number Restriction
Settings
Call Forwarding *' Notify me for any number Notify me only for these numbers
Hot Desk

« Save

In order to implement this option, simply click on the “On” switch and then define how you wish to be

notified of calls, before clicking on the “Save” button to save your configuration.
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How do | set my number to find me over multiple
devices?

This can be achieved through the use of sequential ringing located under Call Setup. Sequential ringing
works in the same way a Hunt Group would, in that you can define a set of numbers for an incoming
call to try when an incoming call is made to your number.

Sequential Ring

Incoming Calls
Call Handling
Twinning Enable Sequential Ring
Blacklist
Settings Enable Sequential Ring (:m
Advanced &

Call Noti

Busy Lamp My Phone Numbers
Outgoing Calls Phone number:
Speed Dial

St )’
Call Transfer "
Settings -
Call Forwarding (R

Hot Desk WH?T
Manage Profile
Remote Office

Settings

Move on to next number after rings

o sove

As well as defining the time in which it takes to move on to the next number, you also have the ability
under the “Advanced” button to implement this functionality only for specific numbers or for specific
schedules you have setup.

Incoming Calls
Call Handling
Twinning
Blacklist
Settings
Advanced a
call Notify
Sequential Ring
Busy Lamp
Qutgoing Calls
Speed Dial
Settings
In Call Options
Call Transfer
Settings
Settings
Call Forwarding
Hot Desk
Manage Profile
Remote Office

Sequential Ring

Restrict by Calling Number

O Apply to call from any number ® Apply to these numbers

E— T

Restrict by Schedule

O Use ringing all the time @] Use ringing during a schedule
Open Hours K

Closed Hours ?| qp

D v

In all cases clicking on the “Save” button will ensure this settings are saved and applied to your number.
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How do | setup a Busy Lamp on my device?

A Busy Lamp key gives you the ability to monitor a colleague's line to see if they are available to take
a call that you may transfer to them, or to enable you to pick up their calls if part of a Call Pickup Group.
(Please speak to your Company Administrator about these.)

When implemented, the phone will show the user’s caller ID on the pre-defined line keys on your device.
This line key can also be used as a speed dial to contact your colleague's number quickly when
transferring a call or when needing to speak to them directly.

For Cisco phones it will look like the below:

lllllllll
CIsco

David L525HM
6095 &

HORIZ(')I\-"““

Unlimited communications ™ ®tui2 f=

Charlie /&

“Redial “OND

For Polycom phones it will look like the below:

. Monday, 20 February
CherryL.. 12:51

a Charlie L... |

|
Forward |

When the assigned colleague is on the phone, their assigned line key will then show as red on the
device, indicating that they are not free to take a call.

For Cisco phones it will look like the below:
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- ! 200021244 3 David L525HM

HORIZON=:®

e
Unlimited communications’ ou/a “
Charlie

“Redial DND

For Polycom phones it will look like the below:

In order to setup a Busy Line key, this must be done through the Horizon system under the Call Setup
advanced section and at present can only be done by the Company Administrator.

How do | setup speed dials?

A speed dial is the ability to type a single or combination of numbers to implement the calling of feature
or contact. These can be setup through the “Speed Dial” option located under Call Setup.

Call Setup Directory My Features Hot Desk

Dashboard / Call Setup

Incoming Call Handling Twinning Hot Desk Speed Dial Blacklist
Speed Dial

Speed Dial Numbers

1 Digit Dialling 2 Digit Dialling
Name Destination
& Add New
' Save
Upload Multiple 2 Digit Dialling
Qverride previous speed dial configuration? Yes = No W
File to Upload: t] Browse ¥ Download Template
4 Upload

Horizon | End User Guide Page 24 of 41



In order to setup a speed dial, simply click on the required digits to dial, and by clicking on “Add New”
you will be able to add speed dial fields. Once you have defined the name and the destination (please
note this could be a feature on/off switch using the short codes mentioned in the Appendices), simply
click on “Save” to implement these speed dials on your device.

Please note that you can also setup speed dials from your allocated Horizon handset, however these
are not linked to the system. Therefore a locally stored speed dial on your handset will always overwrite
a speed dial setup within the system. You should therefore choose which method you would like to
implement and manage your speed dials from.

How do | change my outgoing call settings?

There are a couple of outgoing call settings that you are able to implement through the Call Setup
section under the “Settings” link

e Enable Automatic Call Back

e Withhold my number when making calls

Dashboard Call Setup Directory My Features Remote Office Hot Desk Device Customisation
Dashboard / Call Setup

Incoming Calls Outgoing Call Settings
Call Handling

Twinning Settings

Blacklist
Settings m
Advanced ¥
QOutgoing Calls Withhald my number when making calls (@ off |

Speed Dial

Settings ) WH?T
In Call Options
Call Transfer
Settings + Apply
Settings

Call Forwarding

Hot Desk

Voicemail Settings

Manage Profile

Remote Office

Collaborate

Enable Automatic Callback

In order to change these settings simply click on the toggle switch to either “On” or “Off” before clicking
the “Apply” button to implement your chosen preference.
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How can | change my Call Transfer settings?

When you have answered a call, you have the ability to transfer this through to another colleague or
number. In doing so you also have the ability to setup Call Transfer settings to ensure the call is
delivered successfully, and these can be adjusted and changed under the Call Setup section.

Profile | Personal Details | DDI ‘ Services m Permissions ‘ Phone | Barring | Call Centre
e Bl Call Transfer
Call Handling
UG Call Transfer
Blacklist
Settings Call Transfer Recall m
dyancE g MNumber of Rings before Recall rings
Outgoing Calls
Speed Dial Enable Busy Camp
Settings
In Call Options
Call Transfer Options

etiings Use Diversion Inhibitor for Blind Transfer Cm
Settings
Call Forwarding ) ; . .
Hot Desk Use Diversion Inhibitor for Consultative Calls Cm
Manage Profile
Remote Office o Sove

For transferring calls yourself, you have the ability to implement transfer recall, which will send a
transferred call back to you if a predefined number of rings result in no answer from the called
destination. You can also implement a Busy Lamp, allowing a transferred call if met by an engaged
tone to wait for a predefined number of seconds before returning the call to you. To implement this,
simply click the toggle switch to “On” before defining the required criteria and clicking on “Save” to
implement.

Please note that at a network level, a call cannot ring for more than 3 minutes before being terminated,
therefore your total number of seconds should be less than 180.

Within the “Options” section you also have the ability to inhibit the ability of other users to transfer either
consultative transfers or blind transfers to your device. To change these settings simply click on the
toggle switch and click on “Save” to save and implement your preference.
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How can | enable Call Waiting?

Call waiting is the ability to allow a caller to hear ringtone until the line being dialled becomes available.
There is, however, a network limit of 3 minutes for a call to be ringing without answer, therefore the call
would need to be answered prior to this time, otherwise the caller would not be connected.

Within the Call Setup section, call transfer settings screen, Call Waiting can be simply implemented
through adjusting the toggle switch and clicking on the “Apply” button to save and implement the
changes.

Profile ‘ Personal Details | DDI ‘ Services Call Setup Permissions ‘ Phone | Barring ‘ Call Centre

In Call Settings

Incoming Calls

Call Handling

Twinning Information

Blacklist o . . .

Settings Please note that Call Waiting is applicable to the individual user of a hunt group for calls made directly to their extension

Therefore clicking on Call Waiting will allow a call made to the user directly to be kept on hold until the user becomes free, not

Advanced ¥ clicking this option would mean engaged tone would be provided, where the user is receiving or has answered a Hunt Group

Outgoing Calls call
Speed Dial

Settings

In Call Options Settings

"" Enable call waiting m
ettings

Call Forwarding
Hot Desk + Apply
Manage Profile
Remote Office

Or via short codes on the handset:

e To activate Call Waiting Persistent - *43
e To deactivate Call Waiting Persistent - #43
e To Cancel Call Waiting - *70

Please note that Call Waiting is applicable to the individual user of a hunt group for calls made directly
to their extension. Therefore clicking on Call Waiting will allow a call made to the user directly to be kept
on hold until the user becomes free, not clicking this option would mean engaged tone would be
provided, where the user is receiving or has answered a Hunt Group call.
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How do | use a Hot Desk at a Site?

If your company administrator has setup a device at your Company’s sites for use as a hot desk then
you have the ability to log into this and assign your number to this phone.

In order to gain access to this device, you need to assign your profile to it and this can be achieved
through the Call Setup screen.

By clicking on “Hot Desk”, you have the ability to search a site and locate a Hot Desk device. By clicking
on “Use” you can then assign your user profile to it.

Call Setup Directory My Features Hot Desk

Dashboard / Call Setup

Incoming Call Handling Twinning m Speed Dial Blacklist
Hot Desking

Settings
Enforce Association Limit for hours
' Save

Search for a Hot Desk Phone

First Name- (Otiver ]2
Last Name: [Test ] v
Mac Address ( ]2
Extension: ( ]

When this button has been clicked, the allotted time set by your company administrator, will then begin
and a countdown of this can be viewed.

Profile | Personal Details | DDl | Services Call Setup Permissions | Phone | Barring Call Centre

Incoming Calls Hot Desklng
Call Handling
Twinning Current Phone
Blacklist
Settings Current Hot Desk Device: ColourfulSitelUat, Oliver, Test
Advanced v In Use Since: 26 January 20:47
Outgoing Calls Automatic Sign Off: 12 Hours (12:00 Remaining)
Settings
In Call Options
CaII.Transfer Settings
Settings
Settings Enforce Association Limit for hours
Call Forwarding

' Save
Call Recording
Manage Profile
Remote Office Search for a Hot Desk Phone

Site: ColourfulSiteUat v

When you have finished with the hot desk you should always ensure you come back to this section of
the system to de-allocate your user from it and return your profile to your assigned handset. To do this
simply click on “Stop Using” and this will ensure this hot desk is added back to the site for other users
to use.
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Login to Hot Desk on Polycom Handsets

At the moment, only two handsets are able to support Soft Key on handset. These are the Polycom 450
and Polycom 650.

Press "GuestIn"

Thursday, 31 May
13:03

| Forward | Guestin

Enter your Voice Portal User ID and Password and press OK

| Sign In (1/Ascii)

User ID: 5323
Password:

If successful, the screen will look like the image across from this step. The time limit is based on those
inherited from the Host device. The maximum limit is 12 hours.

To log out, select "GuestOut"
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If invalid login credentials are entered 5 times, the account will be locked
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Directories and Contacts

The directories and contacts screen can be accessed through the top navigation bar, and gives you the
ability to view existing contacts from the company address book, as well as implementing “Click to Dial”.
It also gives you the ability to add your own user contacts to the list which you can then use in speed
dial setup.

A full list of search criteria is available to search for specific users as well as having the ability to
download the list if you wish to keep this somewhere else on your computer.

Dashbosrd  Call Setep QUECSlECN My Festises  Remobe Office Hol Desk  Call Centre

Daahboard | Dractory

Directory & Contacts
First Hame Last Mamg
Rumber Extansion
Company Diapastment Al w

My Directory

] Eirst Mo Lazt Mams Humbie: Company Email Address

[ @ Barnics Tast (4534) B bemic

0Oe Dan Tast 01427 B dank L 5

e dggdigdf {4354)

0@ Lindis Tes (T3T8) B s

L] o Loulse Tesd (1234) B louisa

O @ ik Dt o L9

mL Mika Tast (1796) B Michai

Oe Mircea Test {3242) W jason

0@  Test n (B767)

T2 v Prenoous Next

+ has # Downioas

How do | setup a new contact?

Only the Company Administrator has the ability to add or assign a new contact to the company address
book, however a user does have the ability to add their own contacts to the system.

To do this, simply click into the Directory and Contacts section before then clicking on “Add” at the
bottom of the page. Within here you can then define a single contact to add.

Add Contacts

Add Single Contact

Firsl Mam Comact Last Mame Oing

Mumbsar | 016 Extansion 0000 |
Email qa-nmaic_i‘l_qa'nm.a oo uk

& Add
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How do | setup a multiple contacts?

To do this, simply click into the Directory and Contacts section, then click on “Add” at the bottom of the
page. Click on the blue 'Download Template' button within the 'Upload Multiple Contacts' section.

Add Contacts

Add Single Contact

First Name: [ ] Last Name: [ ]
Number: [ ] Extension: [ ]
Email: [ ]
& Add
Upload Multiple Contacts
File to Upload: :] Browse ¥ Download Template
4 Upload

Highlight the column with the telephone numbers and select 'format’ - this should be changed to Text'
which will allow the leading 0 to be retained when entered.

Note: The number in column C is what will be added to Horizon so if the 0 is missing then this is what
will be uploaded.

Home Insert Page Layout Formulas Data Review View
TRy Cut =
B & cu Calibri ==[=| ®» SiwapTet *Eﬂ' _3}
—— E3cCopy - . Gen 7
Paste ) I u- EEE=EE [ Merge & Center = || ABC ” onal Fo
- fFormatPamter 12 specific format ing~asT
Clipboard Fl Font ] Alignment ]
MNumber [
C1 - b | Number 12 Mumber
A B C D B F G Currency K
1 |First Name Last Name |[Mumber Extension Email Mumber
2 |Hugh Horizon 12345678390 1234 hughhorizon@example.com Accounti
— counting
3 |Colin Contact |1234567891 1235 colincontact@example.com Number
4
5 Short Date
— Mumber
| 7|
7 Long Date
g Mumber
i Time
10 Mumber
£ Percentage
12 Mumber
13
— Fraction
14 Mumber
15
Scientific
16
— Mumber
|17 -
18 Text
— ABC
19 Mumber
ﬂ Maore Number Formats...
21
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Complete the three columns with the contact details. You should note the number column has a little
green corner and the leading 0 is retained.

Select 'Save as' and ensure the type is CSV (Comma delimited). Excel will ask if you want to save in
this format and lose incompatible features - click 'Yes'.

Go back to your Horizon account and select 'Browse' then select your template file. Click the blue
'Upload' button. Check the details are correct and click 'Confirm'. Confirmation is shown and the
contacts will now appear in the user's directory both online and on their device.

How do | delete a contact?

To do this, simply click into the Directory and Contacts section, then mark the contacts you would like
to delete with a tick and click 'Delete Selected'. Confirmation is then shown.

Dashboard / Directory

Directory & Contacts

Firsl Mame Last Name
Numibar Extension
Comparry Dapartmsant Al -|
Contact Type: [N - | Soarch |
My Directony
Eir ve LastWame  Mumber Company  Email Address
[n] Bamice Tesl (4F B barnica =
B @ Conlaet O o B samma L= m
0e Dan Test o1 B danial L
O @ dgpdhgd (4
L] @ Lindis Test (T2 I lindi st
O e Loutse Test (12 B ioulse =
Oe miika test 0T '“!
0oe Mika Tesl {13 B Michae
O e Mircea Tesi (3 B jasonn
12 G Frevous Nexl
Delete Selecied W+ Add # Download
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Remote Office

Remote office is a very handy feature which allows you to receive calls no matter where you are. By
clicking on the “Remote Office” link from the top navigation bar, you have the ability to define the number
where your office is currently located.

Dashboard Call Setup Directory My Features Remote Office Hot Desk Call Centre

Dashboard / Remote Office

Setup Remote Office About
Remote Office allows you to use your home phone, your cell phone or
@ Active even a hotel phone as your business phone. By using the Click-to-dial
functionality on this website, you can make phone calls from this remote
) phene and have them billed to your business. This service also directs all
Phone Number: | 00000000000 calls coming to your business phone to ring the remote office phone.
Update

At any point you can adjust the number by typing in a new number and clicking on “Update”, or if you
want to deactivate the service because you are now back in the office, this can be done through clicking
on “Deactivate”

When Remote Office is implemented all calls will be delivered to this other number in place of your
usual number, and all Call Setup rules implemented will be actioned against it.

What's more if you then use the “Click to Dial” functionality with Remote Office activated, you are able
to make calls from your user ID and ensure the billing of these calls is against your usual Horizon
number.

How do | access the Company Voice
Portal?

You are able to access the Voice Portal from your device by pushing the Voicemail Key or by typing
*62. Once in the Voice Portal, you'll be prompted to enter your pass code as assigned to you by your
Company Administrator.

You can also access the Voice Portal for your device by calling your extension or number, and when
listening to your outbound message press * followed by your number and pass code.

What Menu Options are available in the Voice Portal?

Once in the Voice Portal you will then have access to the following menu items:

1. Access Voice Messaging
2. Change your profile

3. Record Greetings
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4. Change Call Forwarding Options

7. Access a Hot Desk device if this Voice Portal is assigned to one
8. Change your PassCode

9. Exit

# Repeat the Menu

1 -Voice Messaging
Within the voice messaging menu you will have access to the following:

Digit | Action

Play Messages
Change Busy Greeting

1

2

3 Change No Answer Greeting
7 Delete all messages menu

8

Access message deposit menu
*

Return to previous menu

# Repeat menu

Play Messages menu

Digit | Action

# Save Message
* Return to Previous Menu

Play Message or Repeat Message
Play Previous Message

Play Next Message

Delete Message

Initiate Call to Sender

© 0o N o B~ DN

Listen to Addition Options

While Playing Messages

1 Skip Backwards 3 seconds

2 Pause/resume playback

3 Skip Forward 3 seconds

4 Skip to the beginning of the message
6 Skip to the end of the message
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Change Busy Greeting

Digit | Action

1 Record new Busy Greeting

2 Listen to current Busy Greeting
3 Revert to default Busy Greeting

*

Return to [Voice Messaging Menu

# Repeat Menu

Change No Answer Greeting

Digit | Action

1 Record new No Answer Greeting

2 Listen to current No Answer Greeting
3 Revert to default No Answer Greeting

*

Return to previous menu

# Repeat Menu

Delete All Messages menu

Digit | Action
1 Confirm Deletion

*

Cancel Deletion

Message Deposit menu

Digit | Action

1 Enable message deposit

2 Disable message deposit (see subsequent menu items)
3 Listen to message deposit status

*

Return to previous menu

# Repeat menu

Disable message deposit menu

Digit | Action

1 Disconnect after greeting

2 Forward after greeting

3 Change greeting only forwarding destination

Return to previous menu

# Repeat menu
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2- Change your Profile
Within the Change your profile menu you have the ability to:

Digit | Action

1 Activate “Available — In Office” Profile

2 Activate “Available — Out of Office” Profile
3 Activate “Busy” Profile

4 Activate “Unavailable” Profile

5 Activate “No Active” Profile

*

Return to previous menu

3 — Record Greetings

Within the Record Greetings menu you have the ability to:

Digit | Action
1 Record your name
2 Record personalised greeting

*

Return to previous menu

# Repeat menu

Record Name menu

Digit | Action

1 Record new personalised name

2 Listen to current personalised name
3 Delete personalised name

*

Return to previous menu

# Repeat menu

Record Custom Greeting menu

Digit | Action

1 Activate custom greeting

2 Deactivate custom greeting

3 Record new custom greeting

4 Listen to current customer greeting

*

Return to previous menu

# Repeat menu
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4 — Change Call Forwarding Options

Within the Call Forwarding menu you have the ability to:

1 Activate Call Forwarding

2 Deactivate Call Forwarding

3 Change forwarding destination
4 Listen to forwarding status

*

Return to previous menu

# Repeat menu

6 — Make a call from your number
In order to make a call from your number via the Voice Portal

Digit | Action

Enter the digits you wish to dial. While on a call press ## to terminate and make another
call

# Return to the previous menu

7 — Access a Hot Desk device if this Voice Portal is assigned to one

In order to access a hot desk through your device you can:

1 Check Hot desk status
2 Activate that hot desk
3 Deactivate that hot desk

Return to the previous menu

# Repeat menu

8 — Change your Pass Code

In order to change your pass code to the Voice Portal simply type in your new pass code and push the
# key.

9 — Exit

Allows you to exit the Voice Portal, or alternatively you can hang up from the device you're using.
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What Short Codes can | use on my
phone?

With the Horizon system you don't just have to use the online web access to implement the required
feature on your phone. Below is list of how you can activate, deactivate, and adjust a number of features
on the Horizon service.

Code | Feature Code | Feature

*52* Anonymous Call Rejection (ACR) *53* Call Waiting

77 Anonymous Call Rejection Activation *43 Call Waiting Persistent Activation

*87 Anonymous Call Rejection Deactivation #43 Call Waiting Persistent Deactivation

#8 Automatic Callback Deactivation *54* Calling Line ID Delivery Blocking

#9 Automatic Callback Menu Access *67 Calling Line ID Delivery Blocking per Call

*72 Call Forwarding Always Activation *31 Calling Line ID Delivery Blocking Persistent
Activation

*73 Call Forwarding Always Deactivation #31 Calling Line ID Delivery Blocking Persistent
Deactivation

*21* Call Forwarding Always Interrogation *65 Calling Line ID Delivery per Call

*21 Call Forwarding Always to Voicemail Activation *70 Cancel Call Waiting

#21 Call Forwarding Always To Voicemail *99 Clear Voice Message Waiting Indicator

Deactivation

*90 Call Forwarding Busy Activation *57 Customer Originated Trace

*91 Call Forwarding Busy Deactivation *55 Direct Voicemail Transfer

*67* Call Forwarding Busy Interrogation *97 Directed Call Pickup

*40 Call Forwarding Busy to Voicemail Activation *80 Diversion Inhibitor

#40 Call Forwarding Busy to Voicemail Deactivation *78 Do Not Disturb Activation

*92 Call Forwarding No Answer Activation *79 Do Not Disturb Deactivation

*93 Call Forwarding No Answer Deactivation #58 Group Call Park

*61* Call Forwarding No Answer Interrogation *66 Last Number Redial

*41 Call Forwarding No Answer to Voicemail *12 Location Control Activation
Activation

#41 Call Forwarding No Answer to Voicemail *13 Location Control Deactivation
Deactivation

*94 Call Forwarding Not Reachable Activation *60 Music On Hold Per-Call Deactivation

*95 Call Forwarding Not Reachable Deactivation *610 No Answer Timer

*63* Call Forwarding Not Reachable Interrogation *71 Per Call Account Code

*88 Call Park Retrieve *51* Selective Call Rejection (Blacklist)

*68 Call Park Retrieve *75 Speed Dial 100

*98 Call Pickup *74 Speed Dial 8

*11 Call Retrieve *62 Voicemail Portal Access

#92#  Call Return Number Deletion *86 Voicemail Retrieval

*69 Call Return Number Deletion
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Cisco “Soft Key” additions

Soft key shortcut options are provided on the Cisco’s screen and will be displayed via a new arrow
shown on the side of the screen. In order to browse through these other options, use the arrow key pad
to scroll right or left.

16010983 4  Xavier Ciscos2
7201 &

7981 &

HORIZON®

Unlimited communications

Options added include:

e RedialLC — Redial last call

e CallRet — Call return

e  GrPickup — Group call pickup
e Pickup — Direct call pickup

e Park — Call Park

e GrPark — Group Call Park

e GetPark — Get parked call

Alternative Number Presentation

There are three options for number presentation from Horizon:

e Presenting a number which has been assigned to the Company
e Presenting a number which has been assigned to the Site
e Presenting any number such as 01, 02, 03, 07, 08 and +44 numbers

This functionality can be controlled at the user level, provided the company administrator has granted
suitable permissions. This means, where users are working on specific marketing campaigns for
example, they are in control of the number presented without the need to raise IT support requests.

If this is selected a button will appear on your dashboard — as per below.
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Dashboard Call Setup Directory My Features Remote Office Hot Desk Device Customisation

Call Forwarding Profile Available In Office ¥ Manage Profiles [ Number Presentation n]

Call Statistics

[ Missed |
!

When clicked, you can then access the screen to activate, and amend.

Dashboard Call Setup Directory My Features Remote Office Hot Desk Device Customisation

Dashboard

Number Presentation

Number Presentation

Your Desk Device is currently presenting: 0333014

Change your presentation number to:

O site DDI (0161870 )

O Your DDI (0163588"73)

O Your Mobile Number (074580.2.3)

© oOther (UK): (0333014 ]

O Other (Int):

Save

Please note that where the service is not active, the previous defaults of either a company or site CLI
will be presented for outgoing call for this user.

Optional Horizon Soft Clients

At present Horizon has the following chargeable soft clients that may be applied to a Horizon solution:

For

Receptionist soft client

Desktop soft client

Mobile soft client

Integrator soft client with optional CRM integration
Horizon Collaborate

more information on any of the soft clients, please see the appropriate, separate user guide. In all

cases, the soft client would need to be allocated to a particular user by the company Administrator for
Horizon.
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