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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:

« "%y

HORIZON' Login

Unlimited communications

Username:
Password
v Remember Me

Forgot Password

How do | change my password?
Go to www.unlimitedhorizon.co.uk, log in and select "My Details".

HORIZON™

Unlimited communications

Cal Sstup Deroctory & Contacts My Foatures Hot Desk Advanced Featimes

Select "Change Password".

e, caadaa Me | My Detaite | Log Out

HORIZON™

Jnlimited communcations

Dwshboard Co® Setup Dwwctocy A Contacts My [ watines Hot Deak

{ My Datalis

My Details

Enter your old password and new password in the relevant boxes and click "Change".
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00, Hedp | My Details | Log Out

HORIZON™

Unlimited communications

Dashboard Call Setup Directory & Contacts My Features Hot Desk Advanced Features
! Change Password
Change Password
Change your Password
Your current password will expire in 60 days
Old Password

New Password

Confirm Password: |

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.

Call Setup Directory & Contacts Wy Features Remote Office

Call Forwarding Inoctive w Profile None w Manage Profiles

AT L —
|G Search |

Bnghton Geesling {156

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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My Features

The standard features requested on your initial access are:

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

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

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
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Call Forwarding Inactive v Prolile None w Manage Proliles

13333335 a

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 )

Danreoarnm ol G Twric e Maragenrmvr| Ahviesetianee Hecotee Cute Yertapi e
Ed Usar
Edit Alan Partridge
Prikte Perwonal Dwtnds ool arvices m Pormissans Call Harting

Incoming Call Settings

ncoming Calls
Call Handling
Twenniiey

Sattiags
In Call Ootios
Ca plion

Call Frambur

Sattings

This feature is available wherever a contact or directory entry is shown on the screen.

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
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Cad Setup Directory & Contacts My Features Remote Offics

Call Forwarding Inactive w Profile None w Manage Profiles

Matthew Worboys(0 7795443161 \_'j 5

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”

Call Setup Directory & Comtacts My Featuros Remote Office

Call Forwarding Inactive w Profile None w Manage Profiles

Nane .
N — L —

Availabde In Office

vsed
Available Out Of OSco
Busy

Maced | Unavadable

Through simply clicking on one of these statuses the system will implement the call routing configured straight
away.

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 Cali Setup  Dwectory & Contacts My Features Hot Desk
{ Manage Profiles

Manage Profiles

Avadable In Ofice Deactivate
Avadable Out Of Office Activate
Busy Activate

Unavaslable Activate

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

Call Setup Directory & Comtacts My Featuros Remote Office

Call Forwarding Inactive w Profile None w Manage Profiles

Na
Call Statistics Ve

Availatie In Office
Available Out Of OSco
Busy

Maced | Unavadable

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.

Manage Profiles

Avalable In Ofice Activate
Avaidable Out OF Office Activate
Busy Activate

Unavadable Activate

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.

Edit Available In Office

Also ring this phone number Q

& Send o Vaice Ma

Forward Ca

F

It | Don't Answer d

®' Sand to Vaice Ma

Forward Ca

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.
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How do | view Call Statistics for my phone?

Call Statistics are visible from the Dashboard screen for the number assigned to the user account
Call Setup Directory & Contacts My Features Remote Offce

Call Forwarding Inactive w Profile None w Manage Profiles

Coll tusics

OB
B
2 9
67
il
B
&

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.

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.

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.
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Cad Setup Diractory & Coatacts Ny Featurss

Call Forwarding lnactive w Profile None w Manage Profiles

19433333

3 onage

Name

Number

?

% Add_

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.

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.

Dashboard Coll Setig Directory & Coatacts My Features Remate Office
/ Cal Selup

Incoming Calls Twinnlng

Call Handling

Twinning

Blacklist

Settings

Advanced « Matthew Waorboys (07795443161)

Outgoing Calls
Speed Dial
Settings

n Cal

If you then click on the “Advanced Settings” icon you will have the ability to customise the use of twinning on your
number.
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Dashboard Call Setup Directory & Contacts My Features Remote Office

/ Call Setup

Incoming Calls TWinning

Call Handling

Twinning Restrict by Calling Number
Blacklist .

Settings @ Twin for any incoming call Only twin for the following numbers
Advanced «
Outgoing Calls
Speed Dial
Settings

In Call Options
Call Transfer
Settings

Settings
Hot Desk |+ Back

Restrict by Schedule

®/ Use twinning on this number all the time Use twinning on this number only when I'm available

To complete and implement the required twinning simply click on the “Save” button.

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.

Call Setup Deroctiory & Cootacts My features Ramote Othce
Call Forwarding Inactive w Profile None w Manage Profiles
aa cemo

y R

Yorboys{O7 795443

1% Mannne

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.

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.
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My Detalls

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

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 il Setip Duactory & Contacts Ny Features Remote Office

/ Call Setup

Incoming Calls
Call Handling
Twinning
Blacklis:
Settings
Advanced a
Call Notity
Sequeatial Ring
Busy Lamp
Outgoing Calls
Speed Dial
Settings

In Call Optic

Call Transfer

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.
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Ca# Setup Direcioty & Contacts My Features Hot Desk

Profile Available In Office w Manage Profiles

I N L —

You dont hawe any call statistics yel

You hawe 2 total of D new messages, of which 0
e urgant

You hawe a total of [ old messages, of whch 0
are urgent

Bob Loblaw (2112}

Brendan Aldred (01690353863)

Name

Number

[ # Add

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:

# When I'm Busy
e No Action
e Forward the Call to a defined number
e Send call to voicemail
# When | don't answer after x rings
e No Action
e Forward the Call to a defined number
e Send call to voicemail
# When I'm Unreachable
e No Action

e Forward the Call to a defined number
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/ Call Setup

Incoming calls __ Call Handling
Call Handling
Twinning
Blacklist
Settings ® No Action
Advanced o
Call Notify Forward the call to 07795443161
Sequential Ring
Busy Lamp
Outgoing Calls
Speed Dial
Settings
In Call Options
Call Transfer
ool Forward the call to: [ 07795443161
Settings
Hot Desk

When | don't answer

ater| 3 K rings

®) No Action

When I'm Unreachable

No Action

® Forward the call to: [ 07795443161

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 Wl Satup Derectory & Contacts My Foatures Remote Ofice
f Call Setup

Incoming Calis Blacklist

Call Handling

Totaning

Blacklist

Settings

Advanced o
Call Notify

Sequentiai Ring
Busy Lamp

12081015240

Outgoing Caiis
Speed Dial
Settings

In Call Options
Call Transfer
Settings
Settings

Hot Desk

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.
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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:

- Ability to reject withheld numbers

- Enable or Disable music for calls on hold

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

- Enable and Disable “DND” Do Not Disturb

Dashboard Call Setup Directory & Contacts My Features Remote Office
/ Call Setup

Incoming Calls Incoming Call Settings

Call Handling
Twinning
Blacklist
Settings Reject Withheld Numbers
Advanced a
Call Notify

Sequential Ring Enable music for calls on hold
Busy Lamp

Outgoing Calls
Speed Dial
Settings

In Call Options Present Incoming Caller's ID for Internal Calls
Call Transfer
Settings
Settings
Hot Desk

Present Incoming Caller's ID for External Calls

Do Not Disturb

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 there is a call.

Horizon End User Guide v1.9



Dashboard

/ Call Setup

Incoming Calls

Call Handling
Twinning
Blacklist
Settings
Advanced «
Call Notity
Sequential Ring
Busy Lamp

Qutgoing Calls

Speed Dial
Settings

In Call Options
Call Transfer
Settings
Settings

Hot Desk

Call Setup

Directory & Contacts My Features Remote Office

Call Notify

Notify Options
Call Notify

Notify Email

Restrict by Schedule

® Use call notify on this number all the time

Number Restriction 4

® Notify me for any number

Usa call notify on this number only when I'm available

Notify me only for these numbers

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.

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.

Incoming Calls
Call Handling
Twinning
Blacklist
Settings
Advanced a
Call Notify
Sequential Ring
Busy Lamp
Outgoing Calls
Speed Dial
Settings
In Call Options
Call Transfer
Settings
Settings
Hot Desk

Sequential Ring

Enable Sequential Ring .

Enable Sequential Ring @ off

My Phone Numbers 4

Phone number: !

3 B3 rings

Move on to next number after

' Save

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.
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Incoming Calls Sequential Ring

Call Handling :
Twinning Restrict by Calling Number
Blacklist
Settings Apply to call from any number '® Apply to these numbers
Advanced a
Call Notify
Sequential Ring
Busy Lamp

Outgoing Calls
Speed Dial
Settings

In Call Options
Call Transfer
Settings
Settings

Hot Desk

D XD

Restrict by Schedule
Use ringing all the time '®/ Use ringing during a schedule

Business Hours ?

None n
None n

Holiday

In all cases clicking on the “Save” button will ensure this settings are saved and applied to your number.

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:

.llhl‘h
cisco

200021243 ) David L525HM
6095 @

HORlZOh-"‘“

Unlimited commurucmnons

M@
“Redial | “DND

For Polycom phones it will look like the below:
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# & Cherry |
& Charlie L_ |

F orward

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:

vll'ol'll
cisco

u 20002 1244 - David LS25HM
6095 @

HORIZON:;

Charlle (g
“Fodial “OND

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.
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Incoming Calls Speed Dial

Call Handling

Twinning - Speed Dial Numbers
Blacklist

Settings
Advanced a
Call Notify

Sequential Ring
Busy Lamp m
Outgoing Calls
Speed Dial
Settings
In Call Options
Call Transfer
Settings
Seftings
Hot Desk

1 Digit Dialling 2 Digit Dialling

| Chris Shaw

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

- Enable Automatic Call Back
- Withhold my number when making calls

Diroctory & Conmtacts Ny Foatures Remote Ofhce

ncoming Calls Outgoing Call Settings

Call Handling
Blacklist
Settings Enable Aut L X
Advanced o
Call Notity
Sequentsal Ring Withh W number when making calls
Busy Lamp
Outgoing Calls
Speed Dial
Settings
in Call Options
Call Transfer
Settings

Settings

Hot Desk

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.

Incoming Calls Call Transfer

Call Handling

Twinning Call Transfer

Blacklist

Settings Call Transfer Recall

Advanced a
Call Notify Number of Rings before Recall 4 n rings
Sequential Ring

Busy Lamp v' Enable Busy Camp on| 120 seconds

Outgoing Calls

Speed Dial .
Settings T — |

In Call Options
Call Transfer
Settings
Settings

Hot Desk

Use Diversion Inhibitor for Blind Transfer

Use Diversion Inhibitor for Consultative Calls

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.

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.
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Dashboard Ca® Sat Mirectory & Contocts Wy Features Romote Ofice

in Call Settings

Call Handling
Twinning
Blacklist
Settings
Advanced o
Call Noaity
Sequentsal fang
Busy Lamp

Settings

in Call Options
Call Transler
Setings
Settings

Hot Desk

Or via short codes on the handset:

To activate Call Waiting Persistent - *43
To deactivate Call Waiting Persistent - #43
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.

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.

Incoming Calls Hot Desking
Call Handling

Blacklist
Settings Site London B2
Advanced a e

Call Notify Primary Location:

Sequential Ring

Busy Lamp Secondary Location:

Outgoing Calls

e G search

Settings O Search

In Call Options

Call Transfer London, First Floor, Hotdesk Area
Soltings London, firstfloor, desk 3

Settings
Hot Desk
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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.

Incoming Calls Hot DeSKing

Call Handling

Twinning . Current Phone
Blacklist

Settings London, First Floor, Hotdesk Area
Advance_d - 07 March 13:46
Call Notify 10 Hours (10:00 Remaining)

Sequential Ring

Busy Lamp # Stop Using

Outgoing Calls

Speed Dial 5

Settings Search for a Hot Desk Phone

In Call Options )

Call Transfer Site: London B
Settings
Settings
Hot Desk

Primary Location:
Secondary Location

O Search

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.

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"

Enter your Voice Portal User ID and Password and press OK
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User ID: 5323

e I ——

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"

If invalid login credentials are entered 5 times, the account will be locked

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.
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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.

Directory & Contacts

Fuwst Nama
Numbes

Department

My Directory

nalelacom com

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 r

Fust Name Chns Last Name Shaw

Extension

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.
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Add Single Contact

First Name Last Name
Number Extensson

Email

& Add

S —
File to Upload m 4 Download Templote

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
e Calibri il | A AT S Wrap Text -] ﬂ =!
~— B3 copy - i - i
Paste ) B 7 U~ D A= a3 Merge & Center ~ | | ABC Gen ~ onal Fo
v j Format Painter - 12 specific format ling~asT
Clipboard “ Font ” Alignment 5 e
=~ - _ umber f—
- - - Je| Number B B 12 Number )
4 A | B C D E F G | e K
1 |First Name Last Name [Number Extension Email =l Number
2 |Hugh Horizon 1234567890 1234 hughhorizon@example.com i =
= 3 3 = ccounting
3 |Colin Contact | 1234567891 1235 colincontact@example.com i Number
5 EE= ]
2 il
? = Short Date
- [ Number
L
7 Long Date
E Number
9 Time
10 ‘\J/) Number
£ Percentage
12 % Number
13
i l Fraction
& /2 Number
15
= 2 Sdentific
E 10 Number
17,
18 Text
= ABC
E Number
ﬂ More Number Formats..,
21
2
23
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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 O 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.

Duoctory & Comtacts

Directory & Contacts

Frot Noymye Last Name
Nurmbor Exteonzon
Coerpamy Degariment

Contact Typm

Contact

Contact 123 (1235) cobncatuctf

Ons 0 Gamea@gamena co uk
Horgon M567% 734) hughharzonfBexamgie
Hotzon

Shaw

Mur 0 i 003) FITTRE mUrEDEITITIA CO
ones Jmmbo@ones com

MamAutoAnlendarnt

How do | set up call recording?
From the Call Groups drop down in the menu, select "Hunt Group".

Untn Sen Mansgurrmel i ' Devee s Managoeant Aldrsntaliwdin e 004 Cals pAFIEITSY
Aato A edar

Add Usar Creote Group »
28 Mg

o . — ORI —
wound
a0 Gaeue Group
st Coaderonce Grous

Calls Moutu
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Select the Hunt Group you want to add Call Recording to by clicking the Edit button.

Tastisoatn L e Matugemuat Dues Massyrmesd Adlisprialianen Mecarded Cams Alalale s
Hurd G

Hunt Group

Descteatn
Deacyvan
Deactivatn
Deasctivate

Duactivata

Dautabasand eers Lem Mmisgarer ' Mdmsnaniamm Baczried Cafn tnrssry

Edit Manchester TSC
Arcouns Opticrmn Soinc Awign Wumber RIS Volosmail hdvanced Semnge

Call Recording

You can then select the Call Recording option you want for the user, which is either:

Record for x% of calls
Record On Demand
Do not record calls

You can choose the percentage of calls you want by free-typing a number between 0 and 100 into the text box.

If you choose Record On Demand, to record a call, use the short code *1.

How do | pause and resume call recording?
It is possible to pause the call recording (while on a call) and then resume the call recording (while on call)
provided your Administrator has given you permission to do this.

The command is *3 to pause and *7 to resume.
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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.

Dashtoard Call Setup Directory & Contacts My features

Remote Ofice

ScmpO!li:o

Deactivate

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

4 — Change Call Forwarding Options

6 — Make a call from your number

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

9 — Exit

# - Repeat the Menu
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Within the voice messaging menu you will have access to the following:

&) Horizon

Digit

Action

Play Messages

Change Busy Greeting

Change No Answer Greeting

Delete all messages menu

Q0| N W N P

Access message deposit menu

Return to previous menu

#

Repeat menu

1 - 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

O 0 N O DN

Listen to Addition Options

While Playing Messages

Digit

Action

Skip Backwards 3 seconds

Pause/resume playback

Skip Forward 3 seconds

Skip to the beginning of the message

Skip to the end of the message

1
2
3
4
6
2 —

Change Busy Greeting
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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

3 — 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

7 — Delete All Messages menu

Digit

Action

1

Confirm Deletion

*

Cancel Deletion

8 — 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
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2- Change your Profile

Within the Change your profile menu you have the ability to:

Digit

Action

Activate “Available — In Office” Profile

Activate “Available — Out of Office” Profile

Activate “Busy” Profile

Activate “Unavailable” Profile

gl | W N B

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 hame

2 Listen to current personalised name
3 Delete personalised hame

* 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
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* Return to previous menu

# Repeat menu

4 — Change Call Forwarding Options
Within the Call Forwarding menu you have the ability to:

Digit | Action

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:

Digit | Action

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 your using
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What Short Codes can |l 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.
*52* | Anonymous Call Rejection (ACR) *53* | Call Waiting
*T7 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
Calling Line ID Delivery Blocking Persistent
*72 Call Forwarding Always Activation *31 Activation
Calling Line ID Delivery Blocking Persistent

*73 Call Forwarding Always Deactivation #31 Deactivation
*21* | Call Forwarding Always Interrogation *65 Calling Line ID Delivery per Call

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

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

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

Call Forwarding Busy to Voicemalil
#40 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
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Call Forwarding No Answer to Voicemail
*41 Activation *12 Location Control Activation

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

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

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

Call Forwarding Not Reachable

*63* | 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

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.

—

HORIZON's

Tedisl Forward  OND  Dscier,

Options added include:

# RedialLC — Redial last call

#  CallRet — Call return

#  GrPickup — Group call pickup
#  Pickup — Direct call pickup
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#  Park — Call Park
# GrPark — Group Call Park

#  GetPark — Get parked call

Alternative Number Presentation
There are three options for number presentation from Horizon:

- Presenting a number which has been assigned to the Company
- Presenting a number which has been assigned to the Site
- 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.

HORIZON™

Jniimited communscations

Help | My Detalls | Log Out

oaard Caf Setup Direciory & Contacts My jeateres Hemate Oftce Mot Uesk Queae Groups

Call Forwarding Inactive w Profile None w Mansge Profiles Number Presentation

EEN— :

You dont have any call statisbics yet

You hawe 3 total of 0 new messages, of which 0
are utgeet
You have & tofal of 0 old messages, of wiuch O
are urgert

When clicked, you can then access the screen to activate, and amend.
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Dashboard Call Setup Directory & Contacts My Features

/ Number Presentation

Number Presentation

Number Presentation

o Active

Phone Number:
07590521222

Remote Office

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:

#  Receptionist soft client
#  Desktop soft client

#  Mobile soft client

#  Integrator soft client with optional CRM integration

For 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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