
Instant Conference Group

As the company administrator, you can set up a conference group allowing up to 20 different people
to be called automatically once the conference has been started. You may choose to use this to
create incident bridges or similar instant conference groups for your company.

For this to be activated the conference group can be started by any user calling the conference
number, which will then trigger calls to other group members.

Setup an Instant Conference Group

Instant Conference Groups are set up by the Company Administrator

Before you start to set up your Instant Conference Group, you need to make sure that you have
Instant Conference Group Add-ons to do this. This is done by completing the following actions:

Log into the Gamma Portal and go to Provisioning and Service Management, Hosted, Horizon1.
and Horizon Manage Company.

Select your account and locate the company that you want to set up a Hunt Group for.2.

Using the “Actions” drop-down select “Manage Bolt ons”.3.

From here you can see what bolt-ons you have and how many are currently in use. If you need4.
to add any more Instant Conference Group add-ons, scroll to the bottom of the page and click
“Add More Bolt ons” and then you can add as many bolt-ons as you need by adding against
“InstantConferenceGroup”.

Step 1
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Log into the Gamma Portal and go to Provisioning and Service Management, Hosted, Horizon and
Horizon Manage Company.

Step 2

Select your account and login to the company that you want by using the “Actions” button and
selecting “Login to Horizon”.

Step 3

Click the “Call Groups” option and then select “Instant Conference Group”. On the Instant
Conference Group page click “Add”.

Step 4

You will now be in the wizard for Instant Conference Groups. On the first page you will be setting up
the following:



Site – the site that the Instant Conference Group will be used for.

Group Details – enter the name, username and department that you’d like the group to be
assigned to. This is so that you can quickly identify the group if you ever need to edit or delete
the group.

Caller ID – this will be what is displayed on the handset when the Instant Conference Group is
used.

Step 5

On the options screen, select the Maximum Call Time for Unanswered Calls. This is the maximum
ring time for the users’ phones if unanswered to avoid ongoing ringing.



Click “Continue”.

Step 6

Now enter the telephone numbers you want to be involved in the Instant Conference. You can use
the Directory icon to search for a user’s telephone number if they are a Horizon user. You can enter
non-Horizon numbers here as well.



Step 7

Select the number that you want for the Conference Group from the available list, and then assign
an Extension number to the text box. If the extension number has been taken, then this will prompt
you to choose another.

Click “Finish and Show List” and your new Instant Conference Group will show in the list.

Edit an Instant Conference Group

Step 1

Log into the Gamma Portal and go to Provisioning and Service Management, Hosted, Horizon and
Horizon Manage Company.

Step 2

Select your account and login to the company that you want by using the “Actions” button and
selecting “Login to Horizon”.



Step 3

Click the “Call Groups” option and then select “Instant Conference Group”. On the Instant
Conference Group page click “Edit”.

Step 4

From here you will be presented with the following options:

Account: Change the name, department and Caller ID settings

Options: Enable or disable the maximum call time for unanswered calls, and define this figure
in minutes.

Select Numbers: Add or remove numbers from the Instant Conference Group



Assign Number: Change the telephone number of the Instant Conference Group or change
the extension number of the Instant Conference Group

Delete an Instant Conference Group

Step 1

Log into the Gamma Portal and go to Provisioning and Service Management, Hosted, Horizon and
Horizon Manage Company.

Step 2

Select your account and login to the company that you want by using the “Actions” button and
selecting “Login to Horizon”.

Step 3

Click the “Call Groups” option and then select “Instant Conference Group”. On the Instant
Conference Group page select the Instant Conference Group(s) that you want to delete and then
click the “Delete Selected” option.

Click “Confirm” when asked if you are sure that you want to continue deleting the Instant
Conference Group.




