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Introduction 

	Purpose
	The purpose of this training document is to provide information on populating the HGI (Hunt Group Information) form in EASE VFO for:
· New hunt groups

· Changes to hunt lines
· Disconnecting hunt lines
Note: The HGI form is visible for resale and LWS type orders. 

	
	


	Overview
	The HGI form must be used anytime:

· A new hunt group is established (ACT N) 

· A change needs to occur to the hunt group sequencing (ACT C)

· A hunt group is changing due to a convert (ACT V)

· A hunt group is converting/migrating to a different billing platform (EX. Resale to LWS) – with or without changes to the hunt group. (ACT V)

The HGI form is not needed when:

· A change is to be made to the account that does not involve the hunt sequencing. (Example – adding a calling feature to an existing line in hunt) (ACT C) 

· A convert order – with no hunt group changes or no billing platform changes. (ACT V) 
· A complete disconnect of an entire rotary group. 


	HGI in conjunction with other forms
	When the HGI form is utilized, fields on other forms work in conjunction with this form.

· The HTQTY field on the LSR form is populated with the amount of hunt groups (currently a 1 is populated due to the limit of 1 hunt group per PON)

· The 5th character of the AFO field on the LSR form must be populated with a Y. 
· The access lines on the RS form must correlate with the hunt lines on the HGI forms.  Note: TN’s not related to the hunt group or TN’s to which changes are being made that does not impact the hunt group sequencing, may appear on the RS form but would not appear on the HGI form.  However any TN appearing on the HGI form must be referenced on the RS form. 


	Rotary codes 
	Available service provides the codes for rotary/hunt service.  An access line is required as well as 3 rotary codes for each pilot and member of the rotary group. The rotary codes selected depend on the type of hunt group such as Sequential hunt  – Circular hunt or key hunt. The description in available services will help determine the proper codes. 


HGI Form

	Introduction
	This section of the document introduces the user to the fields in the HGI form.

Below is an example of a blank HGI form.  Following the example is a table listing the HGI fields and their descriptions
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	HGI Fields and Descriptions - Table


	Field
	Description

	LOCNUM
	Location Number - Number of Service Locations.  

	HNUM
	Hunt Number - Identifies the Hunt Group as a unique number. 

	CB
	Common Block – Optional field - Identifies the name/number of the CENTREX and the name/number of the grouping (customer common block).

	HA
	Hunt Group Activity.  This field indicates the action to take on the Hunt Group (does not just indicate pilot activity) Valid entries are:  

N = New

E = Existing/no change

C = Change to hunt group sequence

D = Remove hunt group arrangement

	HID
	Hunt Group Identifier – Optional field - Identifies the hunt group 

	TIP
	Telephone Line Identifier Type – Identifies the type of entry in the TLI field.  Valid entries are:  

T = Telephone number (used when a telephone number has been assigned on the PON using TNA - or it is an existing number). 

L = LNUM (line number) –used for new TN  when allowing the system to assign the new number (TN field on RS form is “N”)The LNUM  indicates which line on the RS form is to be used as the new pilot number. 
B = ISDN BRI directory number

	TLI
	Telephone Line Identifier – Indentifies the pilot number of a hunt group. 

· Populated with: 

· The LNUM from the RS form (if allowing the TN to be systematically assigned) that correlates with the pilot number. (TIP is populated with L).
Or populate:
· The pilot number if assigning a TN (via TNA) on the RS form – or if the pilot number already exists. (TIP is populated with T).


HGI Form, Continued
	HGI Fields and Descriptions - Table (continued)


	Field
	Description

	HNTYP
	Hunting Type Code- Indentifies the type of hunting involved. Supported entries are:

2 = Sequential (regular series completion)

3 = Circular (regular)     
Note: Remember to select the applicable price plans based on the hunt type selected. 

	HLA
	Line Hunt Group Activity - Identifies the activity associated with the hunt member 
Valid entries are: 

N = New/install

E = Existing/no change

D = Disconnect/delete

	HTSEQ
	Hunt Sequencing – Numerical value of the desired hunting sequence. 
Important: The Pilot is always considered as line 1.  The first member is always line 2 and so on. 

	NOTYP 
	Number type- Identifies the type of telephone number. Valid entries are:  
B = ISDN BRI directory number (used only for Active working telephone numbers)
L = Terminal number (used only for Active working telephone numbers)

M = Maintenance number (used only for Active working telephone numbers)

R = Line number – if systematically assign # tie to (RS form) Line reference (used to associate the HTN to the LNUM on the RS form- used on new systematically assigned TN members) 
T = Telephone number  (used for TNs assigned (via TNA) and actively  working telephone numbers)

	HTN
	Hunting Telephone Number – Identifies the telephone number.  

· On new hunt groups- with assigned TN’s – type the TN that correlates with the hunt number. (NOTYP is populated with B, L, M or T).
· On new hunt groups –with system assigned TN’s place the LNUM (from RS form) that correlates with the hunt member. (NOTYP is populated with a R)
· On existing telephone numbers (working TNs) this field is populated with the hunt telephone number. (NOTYP is populated with B, L, M or T).


HGI Form – New Hunt Group
	Introduction
	This section of the document provides the steps for populating the HGI form for a new hunt group.  

Note: To add line(s) to and existing hunt group see page 10.


	Step
	Action

	1
	Type 001 or 1 in the LOCNUM field

	2
	Type 1 in the HNNUM field.

	3
	Select N (for new) from the HA field.

	4
	Determine the next step by using the table below.

If

Then

System is assigning the new TNs

Select L from the TIP drop-down menu

Assigning telephone number (from External APP data – TN assignment)  

Select T from the TIP drop-down menu



	5
	Determine the next step by using the table below.

If

Then

System is assigning the new TNs
Type 1 in the TLI field. (The 1 indicates that the Pilot number assigned will be the first LNUM on the RS form)  
Assigning telephone number (from External APP data – TN assignment)  

Type the applicable telephone number for the pilot. 



	6
	Select one of the following hunt types from the HNTYP drop down: 

2 = Sequential (regular series completion)

3= Circular hunt

	7
	Select N (for new) from the HLA field. 

	8
	Type 2 in HTSEQ field.  (First line is always the pilot. This number increases by one for each member in the group).

	9
	Determine the next step by using the table below.

If

Then

System is assigning the new TNs
Select R from the  NO_TYP field drop-down (this is to relate the hunt member to the RS form)
Assigning telephone number (from External APP data – TN assignment)  

Select T from the NO_TYP field. 



Continued on next page

HGI Form – New Hunt Group, Continued
	Process (continued)

	Step
	Action

	10
	Determine the next step by using the table below.

If

Then

System is assigning the new TNs
Type in the numerical value of the LNUM on the RS form in the HTN field.  
Assigning telephone number (from External APP data – TN assignment)  

Type in the TN to be in that rotary placement. 



	11
	Determine the next step by using the table below.

If

Then

Additional hunt members are needed

· Add the number of additional sections needed in the Section box. 

· Click the Add link to add the specified number of sections

                    Or

Click the Copy link to copy the information in the Hunt_Det section.  This option will copy all the entries including those that will need to be changed, such as the HTSEQ and HTN fields. 
· Fill in the data following steps 7-10.

No additional hunt members are needed

The HGI form is complete. 
See Exhibit 1 for an example of a new hunt group request. 


	12
	Populate the RS form and the remainder of the PON as normal for new installs. 
Note:  If adding any toll block to a line in a rotary group – the toll block  must be added to all lines in the group.

See pages 8 and 9 for examples of the HGI form for a new hunt group.  


Continued on next page

HGI Form – New Hunt Group STYLEREF "Map Title"  STYLEREF "Map Title"  STYLEREF "Map Title"  STYLEREF "Map Title"  STYLEREF "Map Title"  STYLEREF "Map Title"  STYLEREF "Map Title"  STYLEREF "Map Title" , Continued
Exhibit 1 – HGI form- New Hunt Group with System Assigned Telephone Numbers
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Exhibit 1.a – RS form – System Assigning TNs 
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HGI Form – New Hunt Group STYLEREF "Map Title"  STYLEREF "Map Title" , Continued
Exhibit 2 – HGI form- New Hunt Group when selecting Telephone Numbers
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Exhibit 2.a - RS form – Telephone numbers obtained from Telephone Number Assignment
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Adding a New line as last number in Existing Hunt
	Introduction
	This section of the document provides the steps for populating the HGI form when new line(s) are being added to the end of an existing hunt group and the existing pilot and hunt member sequence is not changing. 
Note 1: The PON Activity type for this scenario is C=Change. 
Note 2: Because the sequencing of the hunt group is not changing, only the pilot and the new last line will be referenced on the HGI and RS forms. If adding a new line and changing the existing hunt sequence see page 14.


	Step
	Action

	1
	Type 001 or 1 in the LOCNUM field

	2
	Type 1 in the HNNUM field.

	3
	Select C (for new) from the HA field.

	4
	Select T from the TIP drop-down.

	5
	Type the existing pilot number in the TLI field. 

	6
	Select the existing hunt type from the HNTYP drop down.

	7
	Select N (for new) from the HLA field. 

	8
	Type the hunt sequence number in HTSEQ field.  (This will be the hunt sequence number for the new line.  For example- Existing hunt group consists of pilot and 3 numbers, the new line would be HTSEQ = 5).

	9
	Determine the next step by using the table below.

If

Then

System is assigning the new TN
Select R from the  NO_TYP field drop-down (this is to relate the hunt member to the RS 

form)
Assigning telephone number (from External APP data – TN assignment)  

Select T from the NO_TYP field. 



	10
	Determine the next step by using the table below.

If

Then

System is assigning the new TNs
Type in the numerical value of the LNUM on the RS form in the HTN field.  
Assigning telephone number (from External APP data – TN assignment)  

Type in the TN to be in that rotary placement. 




Continued on next page

Adding a New line as last number in Existing Hunt, Continued
	Step
	Action

	11
	Determine the next step by using the table below.

If

Then

Additional new hunt members are needed

· Add the number of additional sections needed in the Section box. 

· Click the Add link to add the specified number of sections

                    Or

Click the Copy link to copy the information in the Hunt_Det section.  This option will copy all the entries including those that will need to be changed, such as the HTSEQ and HTN fields. 

· Fill in the data following steps 7-10.

If no additional new hunt members are needed

Go to the next step.



	12
	Populate the RS page as normal however remember the following:

· RSQTY = number of new lines + pilot (must account for all TNs on the HGI form minimum will be 2)

· Enter the Pilot number as the first telephone number (must add a new section for the new line(s).

· LNA = C on the pilot

· FA= C and Feature = 9737

· Second number will be the new line with the TN = N or populated with a number obtained from Telephone Number Assignment (External APP Data)
· LNA = N

· Add all desired and required priceplans with an FA= N

(Remember to include the appropriate rotary feature plans as found in Available Services)
Note:  If adding or removing any toll block to a line in a rotary group – the toll block must be added or removed to all lines in the group.




Continued on next page

Adding a New line as last number in Existing Hunt, Continued
Exhibit 3  - HGI form – Adding new line to end of existing rotary group
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See next page for RS form example for this scenario.
Continued on next page

 STYLEREF "Map Title"  Adding a New line as last number in Existing Hunt, Continued 

Exhibit 3.a  – RS form - Existing Pilot and New line 
Note: Non-applicable sections have been removed from the screen print below)
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Adding a Line with Sequence Change 
	Introduction 
	This section of the document provides the steps for populating the HGI form when new line(s) are being added to an existing hunt group and/or the existing sequence or pilot is changing. The PON ACT= C.
Note: When rearranging rotary sequencing all TN’s in the existing rotary group are listed even if that particular member sequence is not changing. 


	Step
	Action

	1
	Type 001 or 1 in the LOCNUM field

	2
	Type 1 in the HNUM field.

	3
	Select C (for change) from the HA drop down.

	4
	Determine the next step by using the table below.

If

And

Then from the TIP drop-down

The pilot is a new line

The system is assigning the telephone number
Select L  

The pilot is a new line

A number is obtained from Telephone Number Assignment

Select T
Pilot is not changing

Select T 


	5
	Determine the next step by using the table below.

If

And 

Then in the TLI field

The pilot is a new line

The system is assigning the telephone number
Type 1 (correlates with the LNUM on RS form)
The pilot is a new line

A number is obtained from Telephone Number Assignment

Type in the new telephone number as obtained from Telephone Number Assignment.
Pilot is not changing

Type in the existing pilot number.



Continued on next page

Adding a Line with Sequence Change, Continued
	Process (continued)


	Step
	Action

	6
	Enter all numbers changing in sequencing - all numbers changing need a D and N entry as shown in this step and the following step. 
· Populate the HLA with either: 

· D for any existing TNs in which the sequence is changing. (you will be adding the new sequencing for the line with N action as shown in the next step).
· E if the existing member sequence is not changing. 

· HTSEQ is the numbering sequence beginning with 2 for the first hunt line.

· NO_Type is: T - for existing working TNs 
· HTN is: The telephone number for the old sequencing 

	7
	Enter the new sequencing or new line as follows: 

· Populate the HLA with: 

· N for any existing TNs in which the sequence is changing - or - when adding a new line.

· HTSEQ is the new numbering sequence for the line
· NO_Type is: T - for existing working TNs or R if it is a new line and the system is assigning the TN.

· HTN is: The telephone number for the new sequencing or new number – or - the related LNUM from the RS page if it is a new line and the system is assigning the TN.

	8
	Populate the RS page as normal, however remember the following.

· RSQTY – must equal the number of lines with C, N or E activity on HGI form.

·  If only the number is staying as is or changing sequencing, each number must be present on the RS form. The LNA = C, FA= C and the Feature = rotary or pilot price plan whichever is applicable.

· If the pilot is changing the pilot price plan must be removed and the rotary feature price plan added – or vice versa. The LNA = C, FA= D or N.

· The new line must have an LNA=N, FA=N and all the applicable feature codes and PIC codes added. 
Note:  If adding or removing any toll block to a line in a rotary group – the toll block must be added or removed to all lines in the group. If existing lines have a toll block – the toll block must be added to the new line in the rotary group.




Continued on next page

Adding a Line with Sequence Change, Continued
Exhibit 4 – HGI form – Adding new line with Sequence Changes
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Continued on next page

Adding a Line with Sequence Change, Continued  STYLEREF "Map Title"  STYLEREF "Map Title" 
Exhibit 4.a  – RS form – Adding new line with Sequence Changes (not all fields are displayed in example below) 
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Changing Hunt Sequencing

	Introduction 
	This section of the document provides the steps for populating the HGI form when only the hunting sequence is changing. 
Note: When rearranging rotary sequencing all TN’s in the existing rotary group are listed even if that particular member’s sequence is not changing.


	Step
	Action

	1
	Type 001 or 1 in the LOCNUM field

	2
	Type 1 in the HNNUM field.

	3
	Select C (for change) from the HA drop down. 

	4
	Select T (for telephone number) from the TIP drop-down.

	5
	Determine the next step by using the table below.

If

Then

The pilot is moving to a hunt member

Type an existing hunt member number that will be the new pilot number. 

Pilot is not changing

Type the existing pilot number in the TLI field



	6
	Enter the numbers in the old sequencing that are changing as follows: 

· Populate the HLA with either: 

· D for any existing TNs in which the sequence is changing. 

· E if the existing member sequence is not changing. 

· HTSEQ is the numbering sequence beginning with 2 for the first hunt line.

· NO_Type is: T - for existing working TNs 
· HTN is: The telephone number for the old sequencing 

	7
	Enter the new sequencing in order as follows: 

· Populate the HLA with: 

· N for any existing TNs in which the sequence is changing. 

· HTSEQ is the new numbering sequence for the line
· NO_Type is: T - for existing working TNs
· HTN is: The telephone number for the new sequencing.


Continued on next page

Changing Hunt Sequencing, Continued
	Process (continued)


	Step
	Action

	8
	Populate the RS form with the amount of lines populated on the HGI form (every line on the HGI form must be represented on the RS form). Fill out the RS form as a normal change and determine the price plan entry by using the table below:

If

Then

If nothing is changing except for the sequencing

Enter each line with an FA =C and populate the rotary feature code (or pilot) priceplan in the Feature field. 

If the pilot number changed

· Remove the pilot feature on the existing pilot number – using an FA=D with the Feature for the pilot.  Then add the member feature code with an FA=N.  

· On the new Pilot Number – Remove the member feature (FA=D) and add the pilot feature (FA=N) on the new pilot number.
See Exhibit 5 and 5.a on the following page.


Continued on next page

 Changing Hunt Sequencing, Continued
Exhibit 5 -  HGI form - Hunt members changing sequencing (Pilot staying as is) 
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Exhibit 5.a -  RS form –Hunt members changing sequencing (no other feature/service changes) 
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Disconnecting Hunt Lines 

	Introduction 
	When disconnecting a line(s) from and existing hunt group, the system will reconfigure the sequence after the line removal – by moving the line(s) beneath the removed line, up one sequence.  On the HGI form all lines to remain have the Hunt activity of E.  

· If the sequence needs rearranged in a different manner than moving the lines up one sequence, see the section of this document entitled, Rearranging Hunt Sequence.

· If only removing the last line in a rotary group and no other sequencing is changing – On the HGI populate only the Pilot information and the information of the member being removed. Be sure the HTSEQ number is accurate for that member.
 This section of the document provides the steps for populating the HGI form when disconnecting a line from within a hunt group keeping the same sequencing. Reminder – if the last line in the group is the only line being disconnected – other members need not be shown. 
Note 1: When an entire hunt group is disconnecting the HGI form is not needed.  
Note 2:  If a line is changing from a rotary to non-rotary, you can use these steps, but on the RS form use LNA= C instead of LNA=D and remove the rotary priceplans and then add the applicable and desired priceplans. 


	Step
	Action

	1
	Type 001 or 1 in the LOCNUM field

	2
	Type 1 in the HNNUM field.

	3
	Select C (for change) from the HA drop down. 

Reminder: You will show the line disconnecting on the RS form. 

	4
	Select T (for telephone number) from the TIP drop-down.  

	5
	Determine the next step by using the table below.

If

Then

The pilot is disconnecting

Type an existing hunt member number that will be the new pilot number.   

Pilot is not disconnecting

Type the existing pilot number in the TLI field




Disconnecting Hunt Lines, Continued
	Step
	Action

	6
	Enter the numbers in the current sequencing as follows:  

Populate the HLA with either:

· D for any lines disconnecting.

· E if the existing member sequence is not changing. 

· HTSEQ is the numbering sequence beginning with 2 for the first hunt line.

· NO_Type is: T - for existing working TNs 
HTN is: The telephone number for the new sequencing

	7
	Populate the RS form RSQTY field with the amount of lines populated on the HGI form (every line on the HGI form must be represented on the RS form). Fill out the RS form as a normal change and determine the price plan entry by using the table below:

If

Then

Nothing is changing on the line

Enter each line with an LNA = C FA =C and populate the rotary feature code (or pilot) priceplan in the Feature field. 

The line is disconnecting

Enter the LNA= D 



	8
	Complete the remainder of the PON as normal.  

Note: If removing the line from the rotary hunt group and changing the line to a stand-alone line – use the LNA = C  - remove the rotary price plans and make any other changes as necessary. 


Continued on next page

Disconnecting Hunt Lines, Continued
Exhibit 6 – HGI form – Disconnecting Line from middle of a hunt group. 
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Continued on next page

Disconnecting Hunt Lines, Continued
Exhibit 6.a – RS form – Disconnecting Line from Hunt (screen prints only depict the pilot and the number disconnecting – the other 2 lines would be configured like the pilot but with feature 9739.
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Changing an Existing Pilot Number

	Changing the Pilot
	When the current pilot number is changing, or disconnecting–the new pilot number and any members that will be in the hunt group with the new pilot, are accounted for on the HGI form.  
The old (current pilot) is referenced on the RS form-  when it is:  changing to a hunt member (remove pilot feature and add member feature)  - or – if it is to be stand-alone line (remove rotary codes and add access line and desired features) –or if it is to be disconnected (LNA=D)
Note:  If transferring service with a hunt any TN’s working at the old or new location that need to be disconnected require a related PON to be submitted first to disconnect the number(s).  

------------------------------------------------------------------------------------------

· The HA field on the HGI form is populated with a C (for change)

· The TIP field is populated with a T if the new pilot number is known and then the TLI field is populated with the new pilot number… or…. 

· The TIP field is populated with an L if the pilot is a new line and the new TN will be systematically assigned. The TLI field is then populated with LNUM reference on the RS form for the pilot line.
· Hunt members are still referenced with E (for existing) when their sequencing is not changing (this allows the back-end systems to reference the members with the new pilot number)…. Or….. 

· If the sequencing is changing: each member changing sequencing will require two section entries.  The first section entry will be the action of D in the HLA field depicting the current (old) sequencing number – The second section entry will be the action of N in the HLA field depicting the new sequencing number.  See page 20 - Exhibit 5 -  HGI form - Hunt members changing sequencing
· HTSEQ field= 2 (line sequence- increases by 1 for each member entered in appropriate sequencing order)

· No_Typ field= T

· HTN field = member telephone number
· If new members are being added – use the N action in the HLA field.

· HTSEQ field= 2 (line sequence- increases by 1 for each member entered in appropriate sequencing order)

· No_Typ field= T (if new TN was selected from TNA) or R to relate the HTN to a LNUM on the RS form.
· HTN field = member telephone number or the related LNUM on the RS form. 
· The RS form needs to contain: the current pilot number disconnecting, the new pilot number as a new line with all the applicable rotary feature codes – or if an existing line – by updating the applicable rotary codes.  The members will also need to be entered with a LNA=C, FA=C and the rotary member feature code added in the Feature field. 
See examples on the following page.


Changing an Existing Pilot Number, Continued
	Example – HGI Form – Changing Pilot – Existing Members Staying in Same Sequence
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Example – RS Form- Old Pilot Disconnecting
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