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Introduction

RingCentral is an award-winning cloud
communications system that delivers high-quality
online meetings, unified voice, fax, text, and audio
conferencing for businesses of all sizes.

This guide will help system administrators set up and
access the following RingCentral features:

e Auto-Receptionist

e Multi-level IVR (Auto-Attendant)

e Visual IVR Editor

e Company directory

e Company numbers

e Call groups

* Presence

e Call queues

e Call monitoring

e Call handling and forwarding

e Call recording on-demand and automatic

e Audio conferencing

e Paging

e Hot desking

e Reports

¢ Roles and Permissions

e Templates

¢ RingCentral Rooms and Room Connector*

e Large Meetings*

e Webinars*

e Multiple Account Access

e Multi-site Support

e Corporate email as user ID

e Gmail (or G Suite) email as user ID

e Single sign-on

*An additional license fee is required.

RingCentral
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How to Access Your Account

If you have created but not set up your administrator
account, see “Appendix A: Express Setup for Admins”
on page 259 to learn how to set up your account.

Log in to your online account by going to https://
service.ringcentral.com/. The default method of
account access is by RingCentral phone number. Select
your country from the drop-down menu and enter your
RingCentral phone number and password. Click Log In.

Unified Login

If you have both RingCentral and Glip credentials which
use the same email address, you will use RingCentral
credentials for logging in to all endpoints.

Email or Google as User ID

You may optionally configure users to login with a
unique corporate email address or Google (Gmail or G
Suite) account. See Use a Corporate Email Address to
Log In and Use a Google Account to Log In.

Single Sign-on

If Single Sign-on is set up for your account, click Single
Sign-on. Enter your email address on the following
screen, then log in with your corporate credentials. For
more information see Single Sign-on”™.

Account Validation

Account Validation is a security feature that helps
protect against fraudulent activity on your account, by
prompting for a security validation code when you log
in from a new or unrecognized computer.

RingCentral
' Glip
Bring people and

productivity together

Team messaging, file sharing, calling,
online meetings, and more for all
RingCentral Office customers.

@Q
9

@ Protect your account from identity theft and phishing

RingCentral

RingCentral

Sign In

BS ~ | Direct, Fax or Main Number
Extension (Optional) @

Password

(] Remember me

Sign In

Forgot Password?

Or Sign In With

£ Email (5 Google <) Single Sign-on

New to RingCentral? Sign up here

English (US )


https://service.ringcentral.com/
https://service.ringcentral.com/
https://service.ringcentral.com/
https://service.ringcentral.com/

RingCentral Office | Admin Guide | Getting Started 11

Use a Corporate Email Address to Log
In

The Email as User ID feature allows users to log in using
a unique email address. When users log in to an
account, they receive a notification about the feature,
and can enable the feature by specifying a unique email
address.

This feature applies to accessing your RingCentral
online account, RingCentral Meetings, endpoints such
as RingCentral Phone, RingCentral Glip, integration
applications, and the Multiple Account Access portal.
This feature can also be configured during Express
Setup of your RingCentral account.

For information on automatically provisioning users
from your corporate directory, see Directory
Integration.

If not already configured, enable the feature:

1. Loginto your account using RingCentral
credentials.
2. Enable the feature as follows:
a. Inthe email popup, select Enable now, and click
OK.
b.Or, in User Settings, select Use email to login.
3. Verify the uniqueness of the email address.
4. Edit any duplicate email addresses.
5. Click Save and log out.

To Log In using Email as User ID:

1. Inthelogin screen, click Email.

2. Enter the unique Email address and Password
associated with your RingCentral account.

3. ClickSign In.

RingCentral

RingCentral RingCentral

Sign In Sign In
B Remember me

B Remember me

Forgot Password?

Sign In

Or Sign In With
Forgot Password?

Phane & Google &) Single Sign-on
’ Or Sign In With % ] g ) Single Sig

G Single Sign-
B4 Email & Geogle © Single Sign-on New to RingCentral? Sign up here

New to RingCentral? Sign up here



RingCentral Office | Admin Guide | Getting Started 12

Use a Google Account to Log In

The Google login feature allows users native support
for logging in using a Google email address and
password. This feature requires a unique Google email
address (Gmail or G Suite email). The admin configures
a Google email address when assigning an extension,
and verifies the uniqueness of the email address. By
default, users canlogin with their Google email address
or other RingCentral credentials.

This feature applies to accessing your RingCentral
online account, endpoint such as RingCentral Phone,
RingCentral Meetings, RingCentral Glip, integration
plug-ins for Chrome, and the Multiple Account Access
portal. You can configure Google Email addresses
during the Express Setup of your RingCentral account.

If not already configured, set a Google email address.

1. Loginusing your RingCentral credentials.

2. Select Users.

3. Select auser. The user settings page is displayed.

4. Inthe Email field, specify a unique email address.

5. Click Verify email uniqueness; resolve
duplicates.

6. Click Save and log out.

To Log In using Google:

1. Inthelogin screen, click Google.

2. Enter your unique Gmail Email address and
Password.

3. Edit any duplicate email addresses.

4. Click Allow to allow the application access.

RingCentral

Sign In

B Remember me

Forgot Password?

’ In With

B3 Email G Google &) Single Sign-on

New to RingCentral? Sign up here
Google

One account. All of Google.

Sign in with your Google Account

é

dave.richards@gmail.com

Password %

" Stay signed in Forgot password?

Create account

One Google Account for everything Google
GMEROL D E

RingCentral

Google

One account. All of Google.

Sign in with your Google Account

.‘ [Enter your email ‘

Find my account

Create account

One Google Account for everything Google

GMEBOD L »»E

(e )2

~ RingCentral would like to:

a Know who you are on Google @
; View your email address @

By clicking Allow, you allow this app and Geogle to use your information in ac, nce
with their respective terms of service. You can change this and other Accol

Permissions at any time.
— m
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Admin Homepage

When you log in as an administrator, you access the
Admin Portal for admin-only tools and configuration of
account-wide phone system settings. You can access
your individual account overview and settings from the
My Extension page. At the top of the screen, hover over
Admin Portal and click My Extension to switch to your
individual user homepage.

Main Functions

There are a few main functions that administrators can
access from any online page. These functions are Do
Not Disturb, Conference, RingOut, and FaxOut.

Admin Portal

From the Admin Portal, admins see admin-only tools.
The Phone System tab houses all of the main settings
for the entire phone system. Here, you have Company
Info, Phone Number, Auto-Receptionist, Groups, and
Phones and Devices. The Users tab allows you to view
and manage users, and edit user permissions. The
Reports tab presents usage analysis and trending
metrics in an easy-to-read graphical format. The Call
Log, and Billing tabs display information about your
phone system. The Tools tab has more setup options
such as Account Validation, and IVR.

My Extension

When you switch to the My Extension page, you see
the standard user settings view of Overview, Messages,
Call Log, Contacts, Settings, and Tools. Click on Settings
toaccess your individual settings.The My Extension tab
houses the same settings as a regular user has.

RingCentral

H"gcenfra[ & Dave ~ | (210) 555-0101 Ext. 101 Admin Portal Get Help | Log Cut
|Phune3y5tem Users  Reports ~ Calllog  Biling  Tools v] %
B company o Pl TN /'("\ ”\
[ :.\w f \ { A /

W Phone Numbers \\ "//'J

Edit Business Hours

o

=) (1D ) (411)
N N4 NS

Edit Company Call Handiing & Greetings Set Caller ID Publish Company Info to Directory

Assigtance
O auvtoReceptionst
,ﬂ] 0 Group(s) Tutorials
0 Other(s)

Change what callers hear (C]

Phones & Devices Set up call forwarding ®
Change company voicemail ®
Set up notification for calls, voicemails, and faxes ®

Use call queues

Get more help

B.l'ng‘:entra, ® Dave ~ | (210) 5850101 Ext 101 My Extension v GetHelp | Log Out
“l)vul\:u)z‘.‘ Messages  CallLlog  Contacts  Seftings  Tools v NS,
Recent Messages - 2 newand 9 saved messages Setlings Shortcuts
(5] From Name Date Time Length
() ap » (2625452135 (2 Lauren Sraith Yesterday 5:22 PN 0:25 Lo
) ao » (B50) 5551818 [ RingCentral Tue 03242015 230 PM 0:25
M; U
) Qo » (B0 SES-1818 (2 RINGCENTRAL INC Mon 03232015 839AM 008 219960800 2
) ap » (E6E 5552136 (@ Lauren Smith Mon 03232015 202 AM 014 Company Call Handling & Greetings 5
C ap » (550) 5559304 (Z LOS ALTOS CA Men 03232015 1:48 AM 009
Coap e (26E 5552136 (@ Lauren Smilh Men 03232015 12°58 AM 075 Manage Phones & Devices >
(650) 5551818 2 . Mon 03232015 1258AM 025
[ ap » (B50)55 (@ RingCentral on Manago Groups s
O ap » (B60) 5555204 @ LosaLTosCA Mon 03232015 1252AM 008
X Delete @ Block
Announcements
Recent Calls
o Phone Number Name Date Time Length
) A Fom (562) 5550728 [ BESSEMER AL Today 951 AM 0:00:02
)\ Tor (85E) 555-2134 Lauren Smith Today 948 AM 00056 L w
] A Tor (40E) 5553766 [ Add Contact Today 946 AM 00035 G
] % To: (650) 5551818 RINGCENTRAL ING Today 933 AM 0.00:02
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Product Help

The user interface provides in-product help about the
most frequently used features to help you gain quick
understanding of the features. Help includes:

e Tooltip icons that display in-product help text to
help you successfully configure the feature.

e Learn More links that link you to relevant
Knowledgebase articles on the RingCentral
Customer Care portal for more detailed feature
information.

RingCentral

m Company b Create your cwn Auto-Receptionist for your Phona System. Customize your options lor efiectve call management. Leam More
Ganieal Semings IV Manis VA Editee Prompts Libvarny Single
& Phons tumbers
 Company Hours
24 hours
O nsoRscopsonst
< IVA Settings
4 Groupls)
1 Ohaels)
Company Greeting
E l’| AD Hew 10 handle incoming calts during business howrs. Leam Mo
Company Hours Greeting Atter Hours Gresting
Fiay company groeting A Hours call handiing 00 into efiect when your business is
clomed. The Business Hours is cumranBly set 1o 24 hours a day.
» D000/ 0000 W] w— To hang g% Auto- Company
Hours.
f calier enters no action: Connect 1o openaion
Edit
. . day §

RingCentral Cowtry UnedStabes « | SoesBORIE | oF] Loy

FRODUCTS  APPS&INTEGRATIONS — RESOURCES — SUPPORT  ABOUTUS

Setting Up Advanced Company Call Handling rules via the Auto-Receptionist

Lnguage Ergieh [ Srow Praperies

 Go Back Printable View
Article Numbar : X367 |
Sumaary " Al handBng nuless Thess advanced be
based o the following conditions: Diate andfor Time, Caller 10of Incoming Calls, and Called Number, which refers tathe
number a caller dialed.
Detads  Wiybi-congiion offor powarful ity ]
b rarge, incoming caller 10 and called number, usirates bow a works.
P the s cals 8 expennd.
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DO NOt DiStU rb Rj‘ngcentra’ @ Dave v | (210) 555-0101 Ext. 101 GetHelp | LogOut

Take all calls

In the upper right of every page of your online account
is a small colored icon next to your name. This icon
displays your Do Not Disturb status. Click the icon to

toggle between statuses: B companyinto
e Take all calls - you are available to take all @ D%’
incoming calls. 3 Phione Numbers

Phone System Users Reports Call Log Billing Tools v Do not accept call quee calls (L. . IF)

Do not accept any calls

e Do not accept call queue calls - you do not Edit Business Hours Edit Company Call Handling & Greetings Set Caller ID Publish CDEZ?S{;ZO;D Directory
accept from a call queue; those calls are sent 8 AutoReceptionst
to your voicemail.

¢ Do not accept any calls - you do not accept Co Tutorials

any calls. All callers are sent to voicemail.

Change what callers hear
Phones & Devices Set up call forwarding
Change company voicemail
Set up notification for calls, voicemails, and faxes

Use departments

@ ©®© @®@ © © @

Get more help
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Audio Conference

RingCentral customers can set up, host, and join
conference calls anytime, anywhere. Click the
Conference icon in the upper-right corner of your
online account to get started.

Each customer receives a unique conference bridge
number, and each user on the phone system gets his or
her own host and participant access code so that you
and your team can hold independent conferences at
any time.

You can also add an international dial-in number in the
invitation. Check the "I have international participants"
option, then select the countries to be included from
thelist.

Each conference call can include up to 1000 attendees,
enabling you to hold large meetings and broadcasts.

*See Conference Commands on the following pages.

RingCentral
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Launch the Conferencing Application

1. Click the Conference icon. A pop-up appears with
conference numbers and settings.
2. View and set the following:
a. View Dial-in numbers.
b.View Host and Participant codes.
c.If you have international participants, check
the box next to International Dial-in Numbers.
Select international dial-in numbers at the
bottom of the pop-up.
d.Check the box next to Enable join before host
to allow participants to start a conference call
without a host.
e.Click Invite with Email to open an email with
pre-populated conference details. Then enter
participant details and send.
f. Click Conference Commands to view and set
additional features.
3. Click Done.

Dave | (6550) 555-0012 Exo Get Help | Log Out
o
U

& B

RingCentral

(2 1
22
ol
H
.

Conference

Dial-in Numbars
Selact one or more Dial-in Numbar for participants.

= Location ~  Dial4n Number
¥ Los Angeles, CA (213) 291-9058
Philadelphia, PA (267) B30-4000
Host Participants
976-358-141 451-005-250

International Dial-in Numbers ()

None

Select

¥ Enabie join before host

Conference Commands ()

View

w

Select International Dial-iIn Numbers x

Search

Show All | Show Selected (0)

a Location ~  Dialin Number
(=] Argentina +54 (11) 58842371
O Australia +61 (2) 83104136
] Austria +43 (1) 2675024
a Bahrain +873 16198814

O Belgium +32 (2) 8089351
5] Benin +229 61509862

a Brazil +55 (61) 35500673

O Bulgaria 4359 (2) 4917819
[ Canada 41 (438) BOOD531
[ Canada +1 (431) 8001649
Total: 58 Show: | 10 4| < 123 s
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Conference Commands

For the Conferencing feature, the host and participants
have the same conference bridge number to dial in to,
but their call control depends on the access codes that
they will use.

e The Host has the full call control and can
access the conference commands in the table
to the right.

e Participants have limited control of the
conference commands.

The commands are displayed with the conferencing
dial-in information.

Preventing Music-On-Hold

An on-demand parameter can be configured to prevent
users from playing music-on-hold. When you request
support to enable this parameter for your account, and
a user with music on hold enabled joins a conference
bridge, the client is prevented from playing music-on-
hold during an explicit or implicit hold (such as
answering an incoming call). This feature allows other
participants on the bridge to continue without
disruption.

®

RingCentral

Conference Commands ®

Use your touch-tone dialpad keys to mute or block participants, record the call, and more.

Command

HO
OJ0]O.
H®OO®

olole
clolo
OO
OO

OJO,

Action

Caller Count
Keep track of how many people are on the call

Leave Conference
Lets the host hang up and end the call

Menu
Listen to the list of touchtone commands

Set Listening Modes

Press 1x: Mute callers - Callers can unmute with * # &
Press 2x: Mute callers - Listen only. Mo unmuting option
Press 3x: Unmute callers - Opens the line again

Mute Host Line

Press once to MUTE
Press again to UNMUTE

Secure the Call

Press once to BLOCK all callers
Press again to OPEN the call

Hear sound when people Enter or Exit call

Press 1x: Turns OFF sound
Press 2x: Enter tone is ON Exit tone is OFF
Press 3x: Enter tone is OFF Exit tone is ON
Press 4x: Turns ON sound

Record your conference

Press once to START recording
Press again to STOP recording
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RingOut

RingOut enables one-touch calling from any phone or
internet-enabled computer, allowing you to make calls
using your business caller ID from any location, such as
a hotel room. The RingOut iconis located in the upper
right of every online account page.

1.
2.
3.

Click the RingOut icon in the upper right corner.
A pop-up dialer will appear.
Dial a number or use your keyboard to type a
number into the text field.
a.You can also choose from among recent calls,
or from your contact list.
Select the From number you'd like to show as
your caller ID. You also have the option to choose
Custom phone number from the drop-down
menu and enter the desired number in the text
field below the drop-down menu.
Once you have entered From and To numbers,
the Call button will turn green.
Check the box next to Prompt me to press 1
before connecting the call if you'd like the
system to confirm that you would like to make
the call before you are connected. When the
system calls you, you will hear "Please press 1 to
connect." This message protects you in case you
mistyped your own number, or if your voicemail
picks up too quickly.
Click the Call icon. The system first calls you.
When you answer (and press 1 as instructed if
you've selected this option), it then calls the
other number and connects you.

@ Dave | (5507 555-0012 Ext, 101 vl Log Out

RingCentral

1=3
Mo BN I C i
@ RingOwl RingOul ®
FingOut *
From !
— . o e e
o r) won. roar o o
Pt e ¥y et 1 By (sl Poe (el Frompt me fo press 1 before conneciing Frompt me fo press 1 before connecing
w o o
ol e 40855 o | @ 40855 3
1 2 3 1 2 3 1 2 3
aBC ot ARG DEF ABC DEF
4 5 [ 4 5 6 4 5 1
ar - L] aK MO KL WMD)
7 8 9 7 ] 9 7 ] 9
PORS v WY PORS e WYZ PORS e VY.
* 0 # * 0 # * 0 #
S g Ml i 11 calling not avaiabie
Vi (A T T ey bt i P R gy, R ——— I an aman
S e o B
Recent Calls X
Type Phone Number Date/Time Length
@ o To: Today 1:50 PM 00:00:00
@ (- To: Today 1:49 PM 00:00:00
Call Logs Cancel
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FaxOut

To quickly send afax from your online account, click the
FaxOuticon located in the upper right corner. Fill in the
form with recipient's fax number and cover page
information, and attach or scan a document, which will
automatically be converted into a fax.

FaxOut recognizes a wide variety of standard
document types, including word processing and
spreadsheet and PDF documents.

Send files from Dropbox, Box, or Google Drive with just
afew clicks.

1. Click the FaxOuticon in the upper-right corner.

2. Enterupto 50recipients.

a. Search and choose Contacts or Groups.
a.Click Insert.

3. Select your cover page and add a message.

4. Attach files from Dropbox, Box, Google Drive, or
your computer and authorize RingCentral to
access your files (you have to do this only once).

5. Toenable scheduling, select Enable and select a
time for Send on.

6. Click Schedule.

@ Dave | (50) 555-0012 Ext 101 Get Hel

i

pul
%

To ©

"Jonny Test" (+1234567895)

Cover Page

[J Enable
Attach Files ©
#& Google Drive

Browse

1234567 rtf

Schedule

0 # Enable

Send a Fax

Sendon | 10A17/2017 11:.00 PM &

RingCentral

@ P —

Select contact 1o Insert

Search Contact

Show All | Show Selected (2)

First Name ~  Last Name

Total: 8

Select Contacts

Fax

Business Fax: +6512345667

Other Fax: +12052345688

Other Fax: +12052345688

Business Fax: +441132345678

Business Fax: +441132345678

[ Business Fax: +18662643332

Business Fax: +12051234

Business Fax: +1205346

Show: 10 § ¢
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Phone System
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Phone System

The Phone System tab houses all of the main settings
for your entire phone system. Here you will find
settings for:

e Company Info

e Phone Numbers

e Auto-Receptionist Settings

e Multi-Level Auto-Receptionist

e Groups

e Phones & Devices

On your Phone System page, you have Shortcuts for
quick access to commonly used functions, such as:
e Edit Company Business Hours
e Change Company Greeting
e Set Company Caller ID
e Publish Company Info to Directory
Assistance

Click “Get Help” in the upper right corner for access to
the RingCentral Help Center.

Howdoll...

If you need help setting up your phone system, see the
How do I... section to watch short, helpful videos.

RingCentral

@ Dave v | (210)555-0120 Ext. 101 Admin Portal v GetHelp | Log Out

RingCentral
Phone System Users Reports Call Log Billing Tools ~ a9 E N
E Company Info
CEE
‘f Phane Numbers.
Edit Business Hours Edit Company Call Handling & Greetings Set Caller ID Publish Company Info to Directory

g Auto-Receptionist

‘;‘ 0 Group(s) Tutorials
0 Other(s)
Change what callers hear
S & DI Set up call forwarding

Change company voicemail

Set up notification for calls, voicemails, and faxes

Use departments

Get more help

Assistance

IE)
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Company Info

Rj','gcentra’ @ Dave v | (210)555-0120 Ext 101 [EEHIOEIEEIRE GetHelp | Log Out
Your account may be a single-site account, or may

contain multiple sites when you have enabled Prone'Sysem  Users  Reports  Calllog  Biing  Tools v 8 A& N B
RingCentral Multi-Site Support. With a single-site
account, the Company Info page displays the settings
for your account, including Company Address, Caller ID
Name, and Directory Assistance. Select the appropriate
tab to access each section.

Company Info Company Address Caller ID Name Directory Assistance

Company Address information will be used for publishing to Directory Listing if this service is available for your

# Phone Numbers
% m account

Company Name (O Cif
Manage Sites with Multi-Site Support D AutoReceptionist M:: ! :a .
ompany n Mateo
When you have enabled RingCentral Multi-Site . » .
Support, the user interface displays each of the T o omery) e
configured sites in your account, and allows you to e e B ’
create a new site (by selecting New Site) or edit the Zip Code

. . S i Phones & Devices
information for any of your existing sites (by selecting 94404
the site from the list). Site filter controls are also

available from pages which contain site assets.

For more information on RingCentral Multi-Site
Support, see Multi-Site Settings. To create a new site,

see Create a New Site. Ex
* Company Info Search sites... Q + New Site
HF  Phone Numbers x
\ Ext. Name/Type General Info Address Caller ID Name Directory Assistance
Main Site
Q Auto-Receptionist This name along with the phone number will be displayed to the called party whenever an outbound call is
30001 Belmont Office made using the local number as the caller ID. Max 15 characters. Note: Does not apply to toll-free numbers.
30002 Denver Office
& ge“’“p(”) Enter the name you want the caller ID to
Otherte) _ be displayed for this site. If skipped,
30003 East Coast Regional Center site's caller ID name will be set to be the
same as company's caller ID name.
Phones & Devices 30004  Warehouse Florida

BELMONT OFFICE
30005 Canada Toronto
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Company Address

Set your Company Address information for the default
Company Greeting and your company address for a
Directory Listing (if available for your account).

1.

From the Admin Portal, select the Phone System
tab.

Click Company Info.

Click Company Address.

Enter your Company Name, Company Address
with City, State, Zip Code, and Email Address.
Click Save.

RingCentral

Phone"System Users

QE Company Info

'éF Phane Numbers
Q Auto-Receptionist

0 Groupi(s)
0 Other(s)

Phanes & Devices

Reports Call Log Biling

RingCentral

@ Dave v | (210)555-0120 Ext. 101 Admin Portal v GetHelp | Log Out

Tools v [SLE- R T

Company Address Caller ID Name Directory Assistance

Company Address information will be used for publishing to Directory Listing if this service is available for your

account

Company Name @

My Company

Company Address

123 Main Street

Zip Code

94404

City

San Mateo

State/Province

Select v

®
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Caller ID Name
s 2l Central @ Dave v | (210)555-0120 Ext 101 [N  GetHelp | LogOut
Set your Company Caller ID to your company’s name so -
that your customers will know who is calling them. Phondoyste Users  Repors Callog  Bilng  Tools < 5 5 W @
This name along with the phone number is displayed to e
the called party whenever an outbound call is made q B company nio Company Address  Caller IDNama  Directory Assistance
using the local number as the caller ID.
\? This name along with the phone number will be displayed to the called party whenever an outbound call is made using the local number as the caller ID. Max 15
. Phone Numbers characters. Note: Does not apply to toll-free numbers
1. Fromthe Admin Portal, select the Phone System
tab. () Lo o Enter your company name exactly the way you want it to
. appear on Caller ID displays, for local calls made from your
2 . C I |Ck Company |nf0. main company phone number. You can enter up to 15
. characters.
3. Click Caller ID Name. 0 Group(s)
0 Other(s) My Company

4. Enter your company name exactly the way you
want it to appear on Caller ID displays, for local
calls made from your main company phone

number. You can enter up to 15 characters. g

Phones & Devices

5. Click Save.

Outbound Caller ID cannot be set for an individual
number or digital line. It is only available for local
numbers and not toll-free numbers.
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Directory Assistance

Directory Assistance is a free and convenient way to Rii ntral Mmin I © oaeGoamssseonzzaon Getbeln | Log Out
publish your business name, address, main number, and
main fax number to increase your company’s visibility
inlocal directory assistance listings. For more

information about Directory Listing, see Directory E*El S
Listing Frequently Asked Questions.

Phone System Users Reports Call Log Billing Tools v L &K OB

Company Address Caller ID Name Directory Assistance

The following Information will be submitted to Directory Asslstance:
R Phone Numbers

To publish your information: e tmers (e
9 Auto-Receptionist
Fax (optlonal): (650) 530-0170 ¥ | don't want my fax number listed

1. Fromthe Admin Portal, select the Phone System
ta b. ‘;‘ 5g:u$((;;) o Company Name @ Chy

2. Click Company Info. My Company San Mateo
3. Click Dlrectpry A§5|stancg. _ Company Adaress ctateProvinee
4. Enteryour listing information. JE— P .
5. Click Next.
« Emall ZIp Code
6. Check the box next to “I agree to the terms of
dave richards@example.com 94404

service.”
7. Click Publish. Status:  Unpublished

Al |OW five business days for' your ||St|ng to appear‘ Ed|t Note: if you change the details on this scresn, the information will also be updated in the Company Address.
or delete your listing any time by following these same
steps.

List your business phone number and address in Directory Assistance:

Features:
« Publish your Gompany Name, Number and Address
+ Enable polential customers to readily find your business

0 Review Listing Details

The following information will be submitted to Directory Assistance:

Main Number: (650) 555-0448

Company Name: (i) My Company

Company Address: 123 Main Street

City: San Mateo

State: California

Zip Code: 94404

Email dave richards@mycampany. com

The terms of service for Directory Assistance can be found in
the RingCentral End User License Agreement and Terms of Service
available at: hitp:/www.ringcentral. com/legal/eulatos. himl

Please confirm that you agree to these terms by checking the box:

~ lagree to the terms of service.
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Phone Numbers
R‘-‘ngcenfm,‘ @ Dave | (650) 555-0012 B 101 Get Help | Log Out
The Phone Numbers tab allows you to view your
numbers by category of number, and add additional Phone System | Users " Reports Calllog ™ 'Bikng ™ Tooks > b & B
numbers to your account.
E Company Info Company Assigned Unassigned Transferred and Vanity Common Phones

The tabs contain these types of numbers:
e Company: numbers that will connect the r— Maln Number: (650) 530-0164 Fax: (850) 530-0170
caller to the Auto-Receptionist.

Search Numbers 2 All Locations v All Types v + Add Number ~ Forward Number

o Assignetlilz numbers in your account assigned 0 _ s e e st st

specifically to an extension. -
. Unf:\ssigned: numbers in your account not oty R Location N .-

assigned to any user. T Somets
o Transferred and Vanity: existing numbers oz “ Fonvaried

that have been transferred, and vanity Phones & Devices O (es0)257-8504 ca Forwarded

numbers to help customers remember your

business phone number.
o Common Phones: numbers that are — o [0 7] <@

dedicated for use as phones for Hot Desking.
For more information, see Managing Hot
Desking.
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Add Company Numbers

Adding company numbers to your RingCentral account RinaCentral @ e e s 0 ety | Log o
is simple. Select from a list of local numbers by city and ’@

area code, choose an available toll-free number, create Phon R ystom I e L L & B
your own vanity (personalized) number, or use an

existing nUmber. E Company Info Company Assigned Unassigned Transferred and Vanity Common Phanes

Each RingCentral number can function as a voice and dw N M Numer: (360 5200108 Fax 880 5200170

fax line for incoming calls. This means that one number Search Numbers o | [ mrtocatons  v| [ Antypes . + Add Number | Forvard Number
can be used for both calls and faxing to maximize the O Auto Receptionit Company numbers wil conmect e callers o autoreceponst

use of your service.
. ‘% 5 Group(s) ()  Number Locatlon v Type
1. Fromthe Admin Portal, select the Phone System 3 Other(s)

tab.
2. Click Phone Numbers. Phanes & Devices ®  (es0yasases o Foruardzd
3. Click Company. 1
4. Click Add Number, then follow these AddNomber :
instructions: | SesciMumbos 2 AsknioBx S SelscibhmbarPn 4 Order oniration Show: | 10 v <1
a. Local (Domestic): Provide the State/Province o
and Area Code and Select Number. Select one ® o Domaia. ot oo vanty @
or more numbers and click Add Numbers. e s R
b.Toll-Free Number: Select the button for Toll- Catonia . e
Free Number. and select a Toll-Free prefix.
Select one or more numbers and click Add L
Numbers. d
c.Vanity: Select the tab for Vanity Number. Addumoer .
Enter a number that helps customers CSelociNambars 2 AsignloB. 3 SeloctNumbor Pl 4 Ordor Confimaton
remember your business phone number. Enter T -
the numbers or letters you wish to use and click & AukoRecepionis
Search to check availability. Select a number St Fxenin
and click Add Numbers. . - |
d.International: Select the button next to
Geographic Number or Toll-Free Number.
Select one or more numbers and click Add < Selec Numbors < Assn(0 XL Soct Nmbar Pan 4 Order Gonfmation
Numbers. -
5. Click Next. Upto | adonalumbers Parmont, 4500
6. Assign the number as Auto-Receptionist or s et s s
Select Extension. o
7. Review any changes to your number plan.
8. Click Done.

(650) 217-7777 CA Forwarded

Add Number *
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Add Assigned Numbers
Under ASSigned, you Wi” see a” Of the numberS Rj’ enrm’ LULTLET TR @ Oae | (650) 555-0012 B4t 101 GetHelp | Log Out

assigned to a user that have been set for your phone rﬁ
Phond¥System Users Reports Call Log Billing Tools v L & B
system. From here, you can add a number.

Q

1. Fromthe Admin Portal, select the Phone System ) Comperyioie Compary, Aagned| | Unassigned] Teanskurad and Verky) Corraon Piones
tab.
CIle Phone Numbers. d‘? Phone Numbers Search Numbers Q All Extensions v| | Al Locations v + AddNumber = A Forward Number
3. Click Assigned.
4. Click Add Number. Follow the following Q. Auto-Rocoptionis
instructions for the type of number you choose: umber Locston i . Tvee
a. Local (Domestic): Provide the State/Province e (205) 406.0005 Alsbasiar AL George Mo Lennon 103 Desk Phone
and Area Code and Select Number. Select one (205) 419-0268 Aabaster, AL Denakd Harrison 104 Sofiphone
or more numbers and click Add Numbers. Phones & Devices (205) 419-0285 Aabaster, AL Jobn St 101 Sofphone
b.Toll-Free Number: Select the button for Toll- o n Dok Phone
Free Number. and select a Toll-Free prefix.
Select one or more numbers and click Add
Numbers. S
c.Vanity: Select the tab for Vanity Number.
Enter a number that helps customers e e _ svow [ 7] <@>
remember your business phone number. Enter
the numbers or letters you wish to use and click
Search to seeif it is available. Select a number - .
and click Add Numbers. QOIS -
d.International: Select the button next to Stsctrmin ssdmm e, 3 Seec ot 4Ot Contrmston
Geographic Number or Toll-Free Number. oo et i -
Select one or more numbers and click Add ® At fecopns
Numbers. e
Click Next. - |
6. Assign the number as Auto-Receptionist or
Select Extension.
Review any changes to your number plan. ST TR SIS O
Click Done. o

N

All Types .

Direct
1 Select Numbers 2 Assign to Ext. 3 Select Number Plan 4 Order Confirmation

Desk Phone

E-”

Add Number x

© N

Review and Confirm Charges:

Up to 1 additional numbers Per month  $5.00°

* Does not include taxes and foes
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Forward a Number

To maintain your phone number with your current
provider, and forward calls automatically to your
RingCentral account.

1. Fromthe Admin Portal, select the Phone System

tab.

Click Phone Numbers.

Click the Assigned tab.

Click Forward Number.

Enter an existing phone number and click Next.

Select Auto-Receptionist, or Select Extension.

Click Next.

7. Review the information about ordering Busy Call
Handling and No Answer Call Handling from your
local telephone company, and local telephone
company changes.

8. Click Done.

S e A

Rii ntral

Phond¥System

B companynio
d\* Phone Numbers.
O Auto-Receptionist

5 Group(s)
3 Other(s)

&

Phones & Devices

RingCentral

LU IR @ Dave | (650) 555-0012 B4 101

Tools v 3

Users Reports Call Log Billing O
Company Assigned Unassigned Transferred and Vanity Common Phones
Search Numbers Q.| | AllExtensions v| | AlLocations v + Add Number

GetHelp | Log Out

& B

~ Forward Number

5 2

Forward My Calls to RingCentral

1 Enter Existing Numbers 2 Assign to Ext. 3 Confirmation

This lets you maintain a phone number with your current provider and have calls forwarded automatically to your
RingCentral phone account

Existing Phone Number

Phone Number

G 2

.

Inbound Calls

® Auto-Receptionist

Selected Extension

Your phone number will be added to RingCentral account as forwarding number.

Forward calls from (650) 555-1212 to:

Forward My Calls to RingCentral = Cancel

+ Enter Existing Numbers 2 Assign to Ext. 3 Confirmation

- D (650 555-1212 = a

If my line is BUSY or | DO NOT ANSWER

RingCentral
Auto-Receplionist

Forward My Calls to RingCentral

« Enter Existing Numbers  Assign to Ext 3 Confirmation

Your RingCentral phone system is now configured to accept calls from your (650) 555-1212 number.

In order for RingCentral o answer your existing home of home office telephone ine, you will need to order Busy Call Handling and No Answer Call
Handling® from your local telephone company. Please print this scrcen for casy reference.

Ordering Call Handling

1. Contact your lacal 's
Gall Handling" be installed on your telephone line

d request that the telephona features Busy Call Handling and No Answer

2. Be sure 1o indicate that you would ke Fixed call handling, and not variable or basic.
3. Your telephone company will ask you fo which number you would ke your calls forwarded, This number is (868) 774-8122.

4. The telephone company must enter this lorwarding number exactly as listed. including the *1 before the 865 number, in order for RingCentral to
work. Ask the Customer Service Representalive to repeat the number back to you to verify that it their sy

5. When ordering No Answer Call Handling, you must choose haw many rings you wauld like to hear before your cals are forwarded 1o RingCentral .
You may choose as many or as little as you like, however we recommend that you set it to four (4) rings.

“Hihe Service
in the US.

ask to speak fo a supervisor, These features are available aimost everywhere

Telephone Company Charges.

Your local may charge you a small actvat
company for details on these charges.

foa and an ongoing these call handiing services. Please check with your phone

Print
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View Unassigned Numbers
Under Unassigned, you will see all of the numbers that Rii niral @ SomIG50)50-0164 B 101 Getkep | Log Out

have not yet been assigned to a user. From here, you

can UnaSSign a number Phone System Users Reports Call Log Billing Tools » % =

1. Fromthe Admin Portal, select the Phone System
tab.

CI!Ck Phone. Numbers' E3 i s Search Numbers Q All Locations v All Types v
3. Click Unassigned.

E Company Info Company Assigned Unassigned Transferred and Vanity Common Phones

N

4. Click a number to see more details. You can filter Numper Location . Tye
. O Auto-Recepionst

results by Location and Type. o(m ioronss San Brano, A Deck Phone

You can view phone properties in the Phones & Devices R (s50) ao1.0149 San Bruno, CA Desk Phone
section. (650) 491-0153 San Bruno, CA Unassigned User

Phones & Devices (650) 515-0157 San Bruno, CA Desk Phone
(650) 515-0161 San Bruno, CA Unassigned User
(650) 763-0151 San Bruno, CA Unassigned User

(650) 763-0153 San Bruno, CA Desk Phone

Total: 21 Show: 10 v ¢« 123>
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View Transferred and Vanity Numbers

Under Transferred and Vanity Numbers, you will see

the numbers that you have transferred, and vanity Ri nteal
numbers. Phone System
1. Fromthe Admin Portal, select the Phone System
tab. i o
2. Click Phone Numbers.
3. Click Transferred and Vanity. You can filter d R
results by Location and Type. Click a number to
see more details. P TR
4. Totransfer a number to RingCentral, select
Transfer Number. Select a Local or Toll Free 3, 20w
Number, and complete the process.
5. Toforward calls from your number to hone & Devens

Office@Hand, select Forward my calls to AT&T
Office@Hand. Enter your existing phone
number. Select whether to forward the calls to
the company auto-receptionist or an extension.

Users

Reports Call Log

Company Assigned

Transferred Orders

Status Order Number

813456645

813456345

813456234

e © o o

813412345

Pending Vanity Numbers

Phone Number

813456645

813456678

81341234

Billing

Unassigned

Tools =

Transferred and Vanity

~  Date Created

01/20/2016

04/07/2016

04/20/2016

01/08/2016

v  Date Created

01/20/2016

0312/2016

01/09/2018

RingCentral

L IR @ Dave | (650) 555-0012 Ext. 101 Help | Log Out

Common Phones

L & B

o #+ Transfer Numbers

Date Completed
01/20/2016

NIA

NIA

01/09/2016

®
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View Common Phones

A telephone shared between users is called a common . )

. Rj ntra! LU TR @ Dave | (6500 555-0012 ExL 101 Get Help | Log Out
phone. Hot Desking allows users to share acommon
phone. With Hot DeSking You can |0g in to a shared Phone System Users Reports Call Log Billing Tools = L & B

RingCentral desk phone remotely—and use it like your
own—with access to your personal extension, saved

B companylnio Company Assigned Unassigned Transferred and Vanity Common Phenes
settings, voicemail, and more.
. %3 Search Numbers Q All Locations
Under Common Phones, you will see all of the numbers d" Fhene fmees
that have been assigned for hot desking. o Number Location .
Auto-Receptionist
1. Fromthe Admin Portal, select the Phone System o(sﬁo]&sasﬁ&i Woodside, GA
tab. 5 Groupls)
B 2oners

2. Click Phone Numbers.

3. Click Common Phones. Click a number to see
more details. You can filter results by Location
and Type.

Phones & Devices

Total: 0 Show: 10 v « 1

You can view phone properties in the Phones & Devices
section.

To learn more about Hot Desking, see page 143.
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Auto-Receptionist
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Auto-Receptionist Settings

Create your own auto-receptionist for your phone
system. Customize your options for effective call
management, for example: choose your company hours,
set your company greeting, define rules for call
handling and more.

Note: The auto-receptionist defaults to IVR Mode:
single level. You can change the IVR mode to multi-level
for amoreintricate IVR menu. Once the settings are
changed to multi-level IVR mode, options are slightly
different. For more information see “Planning for
Interactive Voice Response (IVR)” on page 49.

Manage Auto-Receptionist with Multi-Site Support

When you have enabled RingCentral Multi-Site
Support, the user interface displays the auto-
receptionist for each of the sites’ auto-receptionist with
individual business hours, custom rules, IVR settings
and regional settings. For more information on
RingCentral Multi-Site Support, see Multi-Site Settings.
To create a new site, see Create a New Site.

Rinientral )
Phone¥System

E Company Info

‘1.* Phone Numbers

* Auto-Receptionist

5 Group(s)
2 Other(s)

Phones & Devices

E Company Info

‘ftheNumbem

b2 rom

0 Group(s)
0 Other(s)

Phones & Devices

Users

Reports v Call Log Billing Tools v

General Settings IVR Menus IVR Editor Prompts Library
Company Hours

24 hours

IVR Settings

Operator Ext.: John Smith, 101

Dial-by-Name Directory
On

Call Recording

On-demand. On
Automatic: Off

Regional Settings

Time Zone: Pacific Time (US & Canada)

RingCentral

Admin Portal « @ Doave | (650) 5550012 Fx 101 GetHelp | Log Out

L B

Single Level v

Create your own Auto-Receptionist for your Phone System. Customize your options for effective call management. Learn More

General Settings IVR Menus IVR Editor Prompts Library
Search sites.
et Name/Type Belmont Office
Main Site
s Site Hours
30001  Belmont Office
24 hours
30002 Denvor Office
~ IVR Settings

30003 East Coast Regional Center

Multi-level j

Site Fax/SMS Recipient: Charlton Ho, Ext. 101

30004 Warehouse Florida

- Regional Settings

30005 Canada Toronto

Time Zone: (GMT-08:00) Pacific Time (US & Canada)

30006 Califonia Shop



RingCentral Office | Admin Guide | Auto-Receptionist 36

Company Business Hours

Customize your company's business hours. You can
specify the opening and closing time for each day of the
week or select 24 hours. This establishes the settings
for the Business Hours and After Hours tabs in other
settings areas (such as call queue settings and user
settings).

1. Fromthe Admin Portal, select the Phone
System tab.
Click Auto-Receptionist.
3. Select Company Hours.
4. Set your Company Hours to:
a. 24 hours to have incoming calls handled the
same way all the time.
b.Custom hours lets you specify hours for each
day of the week. You can also set separate call-
handling rules and greetings for Business
Hours and After Hours.
To copy hours from one day to all weekdays, or
to the entire week, select Copy Settings to
Weekdays or Copy Settings to All Days.
5. Click Save.

N

Rii ntral’

Phone System

B company info

Users

Reports Call Log

General Settings IVR Menus

Company Hours
Phone Numbers

&
qg Auto-Receptionist

L2 5 Group(s) o
2 Other(s)

Phones & Devices

Billing
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Tools v
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You can then define how to route incoming calls during business hours and after hours when your business is closed.

® 24 hours / 7 days aweek @ (O Custom hours @

IVR Settings

Operator Ext - John Smith, 101

Dial-by-Name Directory

On

Call Recording

On-demand: On
Automatic: Off

Regional Settings

Time Zone: Pacific Time (US & Canada)

Cancel
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Company Call Handling

The Auto-Receptionist greets callers with a recorded
message when they call your company. Your Auto-
Receptionist is initially set to play a default greeting
with your company name using text-to-speech
technology. You can set a custom greeting by recording
through your phone or computer or by uploading a
sound file. You can also connect the Auto-Receptionist
callsdirectlytoanextensionofyourchoice.

Set Call Handling:

1. Fromthe Admin Portal, select the Phone System
tab.
2. Click Auto-Receptionist.
3. Click IVR Menus and select one of them. The IVR
Details pop-up appears.
4. Click Call Handling.
5. Click Add Key. The Key Press Assignment pop-
up appears.
6. Setthe Key Press.
7. Select aConnect to action.
e Transfer to voicemail of
e Connect to dial-by-name directory
e External transfer
8. Thenselect to whom the setting will apply.
o All
¢ [VR Menus
e Users
e Groups
e Others
9. Select Users.
10. Click Save.

You can also use the Visual IVR Editor to configure call
handling settings. Learn more about the “Visual VR

Editor ” on page 59.

Riﬁntml )

Phone System Users

B company info

R Phone Numbers Search

Name
9O AutoReceptionist
IVR Menu 1001

L3, S
2 Other(s)

IVR Menu 1003

Phones & Devices

Total: 3

Reports v

General Settings

IVR Menu 1002

Call Log Billing

IVR Menus IVR Editor

- Extension Info

@E Direct Numbers

‘))) Prompt

0 * Call Handling

Tools v

RingCentral

Prompts Library

IVR Details

Exig

Exig

Lang

Call Handling

Key Presses:
1. Connectto

AEILE Key press assignment

Generic Key Presses:
IVR Menu 1001

@ Use default sef
Key press 1 ~
> View Default
Action Connect to
Q specify 0

All

Q

@ Abby Brown

QO Ada Smith

QO Announcement Only

QO Charlie Lee
00 Dave Richards

O Group 1

O 1T Call Queue Group

QO VR Menu 1002

QO VR Menu 1003

O

James Reid

GetHelp | Log Out

& B

+ New IVR Menu

IT Call Queue Group, Ext3

Ext 103
Ext 109
Ext 4
Ext 104
Ext 102
Ext. 5
Ext 3
Ext 1002

Ext 2803

Cancel
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Company Greeting and Menu

The Company Greeting provides additional call
handling options, including hearing the Default
greeting and recording a Custom greeting.

Set a Company Greeting

1. Fromthe Admin Portal, select the Phone System
tab.
Click Auto-Receptionist.
3. Click IVR Settings. Company Greeting appears
under IVR Settings.
4. Click Edit under Company Greeting. The
Company Hours Greeting pop-up appears.
5. Set the Incoming Calls During Company Hours
will to one of these:
e Play company greeting
e Bypass greeting to go to extension
6. For Set Greeting
a. Default: Select Default and set the language
the greeting for View In.
b.Custom: Select Custom to set your custom
recording:
e Follow the directions for “Recording Greetings
and Messages” on page 68.
7. Under If caller enters no action, choose Connect
to an operator or Disconnect
8. Click Done.

N

RingCentral

Rii niral’ CURTIEL TR @ John | (866) 774-8122 Ext 101 GetHelp | Log Out
@ Dave | (650) 555-0012 Ext 101
Phone System Users Reports v Call Log Billing Tools » L B
E Company Info General Settings IVR Menus IVR Editor Prompts Library Single Level v
Company Hours R
‘1: Phone Numbers
24 hours
- Company Hours Greeting x
o Amo—RecqmﬂlﬂowR Settings ~
0 Incoming Calls During Company Hours will
5 Group(s) Company Greeting @ Play company greeting © Bypass greeting to go to extension
2 Other(s)

0 Set Greeting

Custom

How to handle incoming calls during business hours.

Ci H Greetil
Phones & Devices ompany Hours Greeting

Play company greeting

v

Press » tolisten and e to re-record your custom greeting

4 00:00/00:00 of)) smm—m

>
If caller enters no action: Connect to operator

Edit
If Caller Enters no Action

| ® Connect to operator (@

Custom Answering Rules

You can create custom rules for special routing during holidays, specific tim¢

Custom Rule

00:00/00:00 o)) sm—

LNO)

Q

© Disconnect @

Cancel

®
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Regional Settings

Set your time zone in Regional Settings. Typically, your
time zone is linked to the area code of your main
company number. For example, for area code 650
(California), the time zone defaults to Pacific Time. If
you are not physically located in your area code, you
may want to change your time zone.

You can also set the following Regional Settings:
e Time Zone
e Time Format

Home Country Code

User Language

Greetings Language

Regional Format

To configure regional settings:

1. Fromthe Admin Portal, select the Phone System
tab.

Select Auto-Receptionist.

3. Click Regional Settings.

4. Under Regional Settings, select options:

e Select your Time Zone.

e Select Time Format as 12hr or 24hr.

e Select your Home Country Code.

e Select your User Language as the default
language used for all accounts and
notifications.

o Select the Greetings Language as the default
language you want to use for phone greetings.

o Select Regional Format as the format used to
show date, time, currency, and other numbers.

5. Click Save.

N
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Phone System Users Reports v Call Log

General Settings IVR Menus

B company info

Company Hours
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QQ Auto-Receptionist

5 Group(s)
2 Other(s)

24 hours.

IVR Settings

Operator Ext.; John Smith, 101

Dial-by-Name Directory
On

Phones & Devices

Call Recording

On-demand: On
Automatic: Off

0 Regional Settings

Time Zone

(GMT-08.00) Pacific Time (US & Canada)

Home Country Code

United States(1)

Greeting Language ®

English (U.S.)

Billing

IVR Editor

RingCentral

LOLTIECTER A @ Jonn | (866) 774-8122 Ext. 101 GetHelp | Log Qut

& B

Tools v

Prompts Library Single Level v

Time Format

@® 12h (AM/PM) © 24h

User Language (O

v English (US.) v

Regional Format (O

v United States

Cancel
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Dial-by-Name Directory

The Dial-by-Name section allows you to enable callers
to search your phone system by users’ first or last
names using their dial pad keys.

To Configure the Dial-By-Name Directory

1.

From the Admin Portal, select the Phone System

tab.

Select Auto-Receptionist.

Click Dial-by-Name Directory.

Under Dial-by-Name Directory, set the slider

button to On. Select options for dialing by name:

e By default, all extensions are included in the
directory.

e To limit included extensions, under Extensions
in Directory, Click Edit. Then select the
extensions you want to include in the Dial-by-
Name Directory

Click Done.

RingCentral

Ril tral’ FRRARY ROMEN g, .., | 650)555.0012 B 101 1 Gel Help | Log Out
Phone System Users Reports = Call Log Billing Tools & B
E Company Info General Settings IVR Menus IVR Editor Prompts Library Single Level v

Company Hours N
‘ﬁ‘: Phone Numbers

24 hours

qﬁ Auto-Receptionist IVR Settings ~

Operator Ext.: John Smith, 101

5 Group(s)

2 Other(s) omal-hy-Name Directory ~
Phones & Davimoo Enable Diakby-Name Directory ©

Extensions in Directory
By default. all extensions are included in the dial-by-name directory. You can exclude certain extensions that you do not want to be searchable.

Searchable Extensions Directory Extension
16

.Edit

Search Criteria

19

Search by

() First name @® Last name e

Cancel
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Operator Extension

Select the extension to use for the operator, which
receives all calls and messages by default. The operator RingCentral bl @ I (COUTTASR2ELI0N  Getielp | Lop Ot

eXten5|on IS’ by defaL’”t’ eXtenS|0n 101 Phone System Users Reports v Call Log Billing Tools = % IEid

Note: Be careful when changing this setting, as the

Operator iS the default Ca” recipient When no Other E Company Info General Settings IVR Menus IVR Editor Prompts Library Single Level v
extension is dialed.

Company Hours
R phone Numbers Operator Extension (0) x
24 hours

To reset the Operator Extension,

Callers will press 0 to reach the Operator extension. Select the extension to use for the Operator, which receives all calls and messages by default.

1. From the Admin Portal, select the Phone System qg R 0“”‘ serngs | 3 | Kk .
tab.

Select Name v Ext Type Department
2. Select Auto-Receptionist. e company Greet o PR .
3. Select IVR Settings. Howto nendie o . .
4. Under General IVR Settings, click Select Phanes & Devices ;;Ti:;vp “y 1 - ) .
Extension. The Operator Extension pop-up 6
a ppea rs. > Charlie Lee 104 User Marketing
5. Select the extension for the operator. [ e v " o
6. Click Done. N T e
7. Click Save. I B :
The assigned Operator Extension then appears under Vou can create cus jmb:: :: j

General IVR Settings heading. I
John Jones 108 User <>
General VR sef " Show | 10 v 12 Cancel m

Operator Extension (0) @
John Smith, Ext. 101 %

0 Select Extension o

Cancel
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Zero Dialing

Directly routes calls to a specified destination. Three
options let you designate the call handling when the
caller dials zero within your IVR.

To set zero dialing,

1. Fromthe Admin Portal, select the Phone System

tab.
2. Select Auto-Receptionist.
3. Select IVR Settings.
4. Scroll down and click Zero Dialing .
5. Select one of three options:
e Connect to Company Greeting
e Do Nothing: the systemignores any ‘0’ dialed
by the caller and continues uninterrupted.
This applies regardless of the number of
times the caller dials ‘O’,
e Connect to Extension: choose from Connect
to Operator or Connect to Extension
If you choose Connect to Extension, the
system prompts you for an extension
number. Select the site operator extension.
For multi-site accounts, you may configure
different or multiple operators on a per-
location basis.
6. Click Save.

Removing a Destination Extension

A warning shows that the extension being removedisin
use for zero dialing and you are given the option to
cancel the removal.

When an extension is removed, the O-dial option
defaults to the company greeting.

Rj"nvmral'

Phone System Users Reports v Call Log Billing Tools »
E Company Info General Settings IVR Menus IVR Editor Prompts Library
Company Hours
& Phone Numbers
24 hours
d 2 Amnmemion'mo IVR Settings
5 Group(s) Company Greeting
2 Other(s)
How to handle incoming calls during business hours.
C Hours Greeti
RN ompany Hours Greeting
Play company greeting
» 00:00/00:00 o)) —

If caller enters no action: Connect to operator

Edit

0 Zero Dialing ©®

RingCentral

LELLLLIE R @ John | (266) 774-8122 Ext 101 GetHelp | Log Out

& B

Single Level v

After Hours Greeting
After Hours call handling go into effect when your business is
closed. The Business Hours is currently set to 24 hours a day.
To change business hours, go to Auto-Receptionist > Company
Hours

When listening to User or Group Extension gresting, press 0 will do as per the selected option below.

© Connect to Company Greeting
© Do nothing
® Connect to Extension

@ Connect to Operator

© Connect to Extension

Q
=

Cancel Save

®
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Name or Label Definition

You can label phone numbers in a meaningful way to
help identify locations or users in your system*. Larger
businesses with multiple locations and advanced call
handling rules might involve selecting from lists of
numbers. Many numbers may appear similar unless
they are renamed. An admin can assign an alternative
name to a particular number using the following steps:

1. Fromthe Admin Portal, select the Phone System
tab.
Click Phone Numbers.
3. Click the phone number to which you want to
apply a label. The Direct Number window opens.
4. Enter the label text in the Name field.
¢ You can designate the kind of number by using
Number Type.
5. Click Save.

*This option is available for Ultimate users.

N
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Phone System Users

B company info

q@} Phone Numbers

9O AutoReceptionist
5 0 Group(s)
0 Other(s)
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Admin Portal v @ Dave | (650) 555-0012 Ext, 101 Get Help | Log Out

Reports Call Log Biling Tools

Company Assigned Unassigned Transferred and Vanity

Main Number: (650) 555-0012 Fax: Add

Search Numbers Q|| Allocations ~ | Al Types v

Company numbers will connect the callers to auto-receptionist.

1 Number Name Location v Type
0 (205)304-5555 Alabama Office United States, Alabaster, AL Direct

[ [650)555-0012 CA Branch United States, Hayward, CA Direct

+ Add Number

&S B

~ Forward Number

Phone System Users.

< Back

&

Delete Number

Reports Call Log Billing Tools v

Direct Number: (650)555-0012

Name
Phone Number: 1{650) 555-0012

Location: United States, Hayward, CA Hayward Branch

Number Type @

Voice and Fax A

Calls to this number will be connected to:

® Auto-Receptionist

© Extension

Cancel
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On-demand Call Recording

On-demand Call Recording makes it easy for ,v‘:ent,a,v © ue 650 5001264 101 et 1 Log o

RingCentral users to record calls they make or receive.

. Phone System Users Reports v Call Log Billing Tools v % IEid
When you enable On-demand Call Recording, users can
activateit by pressing *9 on their phone,s dial pad [ General Settings ~ IVRMenus  IVREditor  Prompts Library Announcement on Stop M
NOTE: State and federal laws require that your callers SE—
. o . Company Hours ot Greetin
hear a call-recording notification before and after a call & e amber 24houns ouncement on Start B | -
is recorded. As an administrator, you need to ensure qﬁ N )
. . IVR Settings Set Greeting View In @
your company's call recording procedures comply with OperatorExt- Jomnd | cyrom . Engien US ) .
federal and state laws; RingCentral is not responsible o ity tame pire] eSS+ 10 tn and o 10 esecard o cusom gecing T call s bosn recordod
for your company’s compliance. on » P — o) » o000/0000 4)
Phones & Devices 6
. 0%" Recording 9
Choose an On-demand Call Recording Announcement 5 Ganee coee

On-demand Call Recording

This explains how to select a particular recording
announcement once On-demand call recording is

@D Enable your users to record calls at any time by pressing (*) (9) on a phone dial pad.

Announcement on Start Announcement on Stop
enabled‘ » 00:00/00:00 o)) emm—m— » 00:00/00:00 o)) em—m
1. Fromthe Admin Portal, select the Phone System 4 2 (4 L0
ta b~ Automatic Call Recording
2 . Se I ect Au to- Rece ptio n iSt- (__ ) Enable this option if you want to automatically record all calls 1o a specific user or group extension. Recordings are saved in your Call Log.

3. Click Call Recording. Slide the button on for On-

Certain state and federal call recording laws apply to your use of this call recording feature. By using the RingCentral call recording feature, you are required and

.
dema nd Ca I I Re Cord 1 ng agree to maintain compliance with all applicable state and federal laws and regulations. You understand and agree that you are solely responsible and liable for
compliance with such laws and regulations, and under no circumstances shall RingCentral be responsible or held liable for such compliance. You agree to indemnify
4 C I iC k Ed it to C h ange RingCentral in accordare with Section 25 of the RingCeniral End User License Agreement and Terms of Service (available at
. g€, http: /v ingcentral.comflegal/eulatos html) for any violations of such laws and regulations
e Announcement on Start In some states, you are required to obtain consent from all parties to record a phone call. As a result, you may need to inform your employees and third-parties
. . whom you call through the service that their calls are being recorded. Third parties will receive an automated announcement indicating that the call is being recorded
[ ] Cl |Ck Set Greet|ng and choose Defau It or only when they call you. You are responsible for obtaining any and all legally-required consents when you make a call with call recording enabled.
Custom You should consult with an attomey prior to recording any call. The information above does not canstitute legal advice. o

e Click Done.
e Announcement on Stop
Click Set Greeting and choose Default or
Custom.
Click View in, choose the language for viewing
the message text.
5. Click Done.
6. Click Save.

Cancel

To enable On-demand call recording, see page 45.
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Enable On-demand Call Recording Announcement

1.

From the Admin Portal, select the Phone System
tab.

Select Auto-Receptionist.

Click Call Recording.

Move the slider button to the right next to,
Enable your users to record calls at any time by
pressing (*) (9) on a phone dial pad.

Click Save.

RingCentral

.Ri o "t ' RN IR @ Dave | (650) 555-0012 B 101 GetHelp | Log Out

Phone System Users Reports v Call Log Billing Tools v & B
E Company Info General Settings IVR Menus IVR Editor Prompts Library Single Level v
Company Hours v

R Phone Numbers
24 hours

qg Auto-Receptionist IVR Settings v

Operator Ext.: John Smith, 101

5 Groupis)
2 Other(s) Dial-by-Name Directory -
On
Phanes & Devices
Call Recording B

On-demand Call Recording

0 Enable your users to record calls at any time by pressing (*) (3) on a phone dial pad

Automatic Call Recording

Enable this option if you want to automatically record all calls to a specific user or group extension. Recordings are saved in your Call Log. 9

Cancel Save
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Automatic Call Recording*

Automatic Call Recording allows you to record
incoming and outgoing calls automatically. You can also
play back the recordings or download the recorded call
logs for sales and support training, compliance, etc.

NOTE: State and federal laws require that your callers hear
a call-recording notification before and after a call is
recorded. As an administrator, you need to make sure your
company's call recording procedures comply with federal
and state laws; RingCentral is not responsible for your
company’s compliance.

Choose an Automatic Call Recording Announcement
First enable automatic call recording. See page 48.

1. Fromthe Admin Portal, select the Phone System
tab.
2. Select Auto-Receptionist.
3. Click Call Recording.
e Ensure that Automatic Call Recording is on.
4. Click boxes for the desired options:
e Play periodic tones for outbound calls
¢ Play Call Recording Announcement for
Outbound Calls
e Allow mute in auto call recording

You can also listen to your recording
announcement or specify extensions to record.

5. Click Edit to select the call recording
announcement. The Call Recording
Announcement pop-up appears.
o Select Default to use the provided greeting.
e Select Custom torecord a greeting.

6. Click Done.

7. Click Save.

RingCentral

RingCentral Admin Portal v [ EEIIGEUESTIPIN] GetHelp | Log Out
Phone System Users Reports v Call Log Billing Tools v & B
E Company Info General Settings IVR Menus IVR Editor Prompts Library Single Level v

4t Company Hours . v
'u. Phene Numbers Call Recording Announcement x
24 hours

- Set Greeting
2 autoReceptonist IVR Settings v
Custom v

Operator Ext - John Smith, 101

‘% 5 Group(s) Recording by
SEhIEY Dial-by-Name Directory Phone v Ly v
on Phone
Computer microphone Ing over the phone.
Phones & Devices Importing

Ot:au Recording Call me at N

Enter a new number

On-demand Call Recording

Enable your users to record calls at any time by pressing (*} (9) on Q

Cancel

Automatic Call Recording

@D Enable this option if you want to automatically record all cals to a specific user or group extension. Recordings are saved in your Call Log

@ Play periodic tones for outbound calls ©
0!] Play Call Recording Announcement for Outbound Calls

[0 Allow mute in auto call recording @

Call Recording Announcement Extensions to Record

» 00:00/00:00 o)) emm— !

Edit
0 Edit

Certain state and federal call recording laws apply to your use of this call recording feature. By using the RingCentral call recording feature, you are required and
agree to maintain compliance with all applicable state and federal laws and regulations. You understand and agree that you are solely responsible and liable for
compliance with such laws and regulations, and under no circumstances shall RingCentral be responsible or held liable for such compliance. You agree to indemnify
RingCentral in accordance with Section 25 of the RingCentral End User License Agreement and Terms of Service (available at

http:/fwww.ringcentral. com/legal/eulatos. html) for any violations of such laws and regulations.

In some states, you are required to obtain consent from all paries ta record a phone call. As a result, you may need to inform your employees and third-parties

whom you call through the service that their calls are being recorded. Third parties will receive an automated announcement indicating that the call is being recorded
only when they call you. You are responsible for obtaining any and all legally-required consents when you make a call with call recording enabled

You should consult with an attomey prior to recording any call. The information above does not constitute legal advice o

Cancel Save

®



RingCentral Office | Admin Guide | Auto-Receptionist 47 RingCentral @

*This option is available for Office Premium and Ultimate
only.
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Enable an Automatic Call Recording Announcement

To enable the automatic call recording feature:

1.

A

From the Admin Portal, select the Phone System
tab.

Select Auto-Receptionist.

Click Call Recording.

Slide the button on for Automatic Call
Recording.

Click Save.

RingCentral

.Ri nt“ar FULADEEN IR @ Dave | (650) 555-0012 B 101 GetHelp | Log Out
Phone System Users Reporis v Call Log Billing Tools v & B
E Company Info General Settings IVR Menus IVR Editor Prompts Library Single Level v

Company Hours v

& Phone Numbers
24 hours

qg Auto-Receptionist IVR Settings v

Operator Ext.: John Smith, 101

5 Groupis)
2 Other(s) Dial-by-Name Directory -
On
Phones & Devices
Call Recording B

On-demand Call Recording

Enable your users to record calls at any time by pressing (*) (9) on a phone dial pad

Automatic Call Recording

o (__  Enable this option if you want to automatically record all calls to a specific user or group extension. Recordings are saved in your Call Log. 9

Cancel Save
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Planning for Interactive Voice
Response (IVR)

In the RingCentral system, you can create a multi-level

Operator

Engiis
2B (Extension)

(IR BeEnu)

Appointment Dept.
[Call Queue)

IVR as an additional option to the Auto-Receptionist. It
extends the Auto-Receptionist menu with more
powerful and efficient call handling.

Office Hours
[Announcement Only)

[..'ﬁslru.'-ullr.l.*ll'r_-|1l':jr||'r']

Layout Your Multi-level IVR Plan

The RingCentral Multi-level IVR facility supports up to _
250 menus for each account you create. It provides (800) 555-1212
callers with options to self-select how they can reach a “5:}:{:?1'”:‘ ealietar toes
person or a department in your company. The first step

in creating a multi-level IVR menuis to lay out a call-
routing plan similar to the examples shown on this page.

Store Hours
[Announcement Cnity)

Single-Location IVR Example

A local dentist office provides services to both English-
and Spanish-speaking customers. The dental office IT
Manager configures the phone routing system with
identical prompts in two languages.

Multiple-Locations IVR Example

A nationwide furniture retailer has five stores located
in San Francisco, Chicago, New York, Dallas, and Miami.
The IT Manager sets up a toll-free number for the
automated attendant system that can route incoming (B00) 555-1212
calls to the proper stores in the entire retail chain.

haiirs

Multi-Level IVR, multiple location use case: nationwide furniture retailer
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Switch to Multi-level IVR Mode
As an option, you can change your Auto-Receptionist Ri niral USR] © oy ssscniaea 101 Getelp | Log Out
from a single-level to a multi-level IVR to serve users at
multiple locations or to provide callers with multi- liiall (v Rombo G G TEbe & P
lingual menus.
. E Company Info General Settings IVR Menus IVR Editor Prompts Library
1. Fromthe Admin Portal, select the Phone System —______ - EEEm
tab. ‘43 Phane Num Company Hours ~
H . . 24 hours
2. Click Auto-Receptionist. o S witch 1 Multloval IVR «

IVR Settings ~

3. Onthe Auto-Receptionist panel, click the Single 0| O AutoReceptonist
Level button Multi-level. A pop-up will appear

Operator Ext.: John Smith, 101 R - . L
Warning: By switching to Multi-level IVR mode, all of your existing

with a warning message. By switching to multi- 3, 500w company call handing setings wil bo dicarded. Please canfirm that

level IVR mode, all of your company call handling Fone Dil-by-Name Directory youviehoproceed v

settings will be discarded. o 9

. . Phanes & Devices

Confirm that you wish to proceed. call Recording Cancel y
4. Click Continue to confirm switching to multi- On-demand: OF

IeVeI IVR, Automatic: Off
5. The Switch to Multi-level IVR pop-up appears. Regiona| oo Swich o tbdovel VR » .

Do one of the following: Time 7ond

e Enter atop level menu in the Select the top
level menu to connect to search field.
e Select the button next to one of the listed
Names.
6. Click Save.

IVR Menu 1001 1001
IVR Menu 1002 1002

IVR Menu 1003 1003

Note: NOTE: Because your call handling settings are
discarded, you will need to reset your call handling

settings. 9

Note: NOTE: Your IT department should validate and - -
test the IVR configuration to ensure the routing and

prompts in a root menu work well before connecting

them to the Auto-Receptionist.

*n

For more details, see “IVR Menus*” on page 56.
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Set General IVR Settings

When you have set multi-level IVR mode, you can see
general IVR settings from the Auto-Receptionist menu.

To set general IVR settings:

1. Fromthe Admin Portal, select the Phone System

tab.

Select Auto-Receptionist.

Select IVR Settings.

Scroll down to General IVR Settings.

Under General IVR Settings, select options:

e Configure the actions for the general
navigation keys. When callers press # (hash/
pound) or * (star/asterisk), the following
actions are available:

¢ Repeat menu greeting
e Return to root menu
e Return to previous menu

o |fthe caller enters no action after the prompt is
played three times, the following actions are
available:

¢ Disconnect: The call will be disconnected.
e Connectdirectly to an extension: Thecaller
is routed to the extension you specify.

6. Click Save.

A wDd

RingCentral

[

Ril ntral
Phone System Users Reports v Call Log Billing Tools v
E Company Info General Seftings IVR Menus IVR Editor Prompts Library

Company Hours
@ Phone Numbers

24 hours
ol O AutoReceptionist owg Settings
‘% 5 Groupl(s) Top Level IVR Menu

2 Other(s)
Incoming calls to company number will be connected to the following top menus.

Company Hours Top Menu

Phones & Devices
IVR Menu 1001, Ext. 1001

No prompt defined for the selected IVR Menu

Select IVR Menu

Custom Answering Rules

LYV @ e | (550) 5550012 64 101 GetHelp | Log Qut

s B

Multi-level v

After Hours Top Menu
Adter Hours call handiing go into effect when your business is
closed. The Business Hours is currently set to 24 hours a day.
To change business hours, go to Auto-Receplionist > Company
Hours

You can create custom rules for special routing during holidays, specific time of the day (e.g. lunch break) or for special callers

Custom Rule

OGenem\ IVR Settings

Specify general navigation keys. All the menus will follow these settings unless you overwrite them on an individual menu level

Press #

0 Repeat menu greeting .

If caller enters no action after the prompt played 3 times.

@® Disconnect the call © Connect o extension

Company Fax/SMS Recipient

Press *

Retum to previous menu v

Select the extension below to receive all faxes and Business SMS when connecting incoming calls to company numbers to IVR menu with Multilevel IVR enabled.

Charlie Lee, Ext. 104

Select Extension

Q

Cancel
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IVR Tool*

RingCentral provides additional IVR tools to help you
create and manage your IVR Menus. Auto-Receptionist
consists of three parts that help you configure your IVR:
IVR Menus, IVR Editor, Prompts Library.

Use the IVR tool to:
e Configure IVR menus with the Visual IVR
Editor
Import prompt recordings
Record prompts
Import and export XML files

Note: Any change on the IVR menu overwrites the
imported XML file. It is suggested that you export and
save a new XML file after making changes.

Access the IVR Tool by using the following steps:

1. Fromthe Admin Portal, select the Phone System
tab.

2. Select Auto-Receptionist.

3. Select the IVR Editor tab.

*Available for Office Premium and Ultimate users only.

Rii niral’

Phone System

B company info

& Phone Numbers

q B AutoReceptionist
‘;‘ 5 Group(s)
2 Other(s)

Phones & Devices

RingCentral

Admin Portal v [ WWSITEIETERTIPN GetHelp | Log Out

Reports v Call Log Billing Tools = L B
General Settings IVR Menus IVR Editor Prompts Library
XML Editor

You can create your IVR menus in XML To get started you can download sample IVR xml files

Download Sample IVR XML Files

| Single Level VR | | Multi-level IVR

Import XML file Export IVR XML File

Visual IVR Editor

The Visual IVR Editor lets you configure your Multievel IVR using an easy to use graphical interface. Add menus and assign to extensions with just a few clicks

Launch Visual IVR Editor

Vs VR Ecr

Greeting
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Import or Export XML Files

In the XML section, you can import and export XML
files for your IVR. Your IVR Menus are validated by
RingCentral once you import an XML file.

Download a Sample XML File

1.

wn

From the Admin Portal, click the Phone System
tab.

Click Auto-Receptionist.

Click the IVR Editor tab. the XML Editor displays.
Under Download Sample IVR XML Files,

e Click Single Level IVR

e Click Multi-level IVR

The sample XML file is downloaded to your
browser.

Rii ntral’

Phone System Users

E Company Info

\:E Phone Numbers

q O AutoReceptionist o

5 Group(s)
2 Other(s)

Phones & Devices

RingCentral

Reports v Call Log Billing Tools »

General Settings IVR Menus IVR Editor Prompts Library

XML Editor
You can create your IVR menus in XML To get started you can download sample IVR xmi files

Download Sample IVR XML Files

| Single Level IVR | | Multi-level IVR

Import XML file

Visual IVR Editor

Export IVR XML File

GetHelp | Log Out

S B

The Visual IVR Editor lets you configure your Multi-evel IVR using an easy to use graphical interface. Add menus and assign to extensions with just a few clicks

Launch Visual IVR Editer

Visasl VR Ecticr

Greeting

®
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Export an XML File
1. Fromthe Admin Portal, click the Phone System Rii nitral Admin Portal v [N SRITCEPEIPE Get Help | Log Out

tab.

2. CIICk AutO'ReceptioniSt. Phone System Users Reports v Call Log Billing Tools v Q, IEid
3. Click the IVR Editor tab. The XML Editor

d isplays. E Company Info General Settings IVR Menus IVR Editor Prompts Library
4. Under Export IVR XML File, click Export. The

sample XML file is exported to your browser. & Prone umbers Kl Edter

You can create your IVR menus in XML. To get started you can download sample IVR xmi files
q g Auto-Receptionist Download Sample IVR XML Files
| Single Level IVR I | Multidevel IVR
52y SEETE) Import XML file Export IVR XML File

2 Other(s)
O

Visual IVR Editor

Phones & Devices

The Visual IVR Editar lets you configure your Multi-level IVR using an easy fo use graphical interface. Add menus and assign fo extensions with just a few clicks

Launch Visual IVR Editor

®
o =)

o
9

Visust VP Ecoc

Greeting
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Import an XML File

1.

whn

From the Admin Portal, click the Phone System
tab.

Click Auto-Receptionist.

Click the IVR Editor tab. the XML Editor displays.
Under Import XML file, click Import to browse
and locate the XML file. then click Import.

RingCentral detects configuration issues as soon as you
click Import. You can manually fix the errors in the XML
file and upload it again or you can click Accept and
Continue to manually fix the errors using your
RingCentral Online account.

Rii ntral’

Phone System
E Company Info
3 Phone Numbers

Q O AutoReceptionist

5 Group(s)
2 Other(s)

Phones & Devices

Users

(4 Sz

Reports v Call Log Billing Tools v
General Settings IVR Menus IVR Editor Prompts Library
XML Editor

You can create your IVR menus in XML. To get started you can download sample IVR xml files.

Download Sample IVR XML Files

| Single Level IVR | | Multi-level IVR

Import XML file Export IVR XML File

Visual IVR Editor

RingCentral

GetHelp | Log Out

S B

The Visual IVR Editor lets you configure your Multievel IVR using an easy to use graphical interface. Add menus and assign to extensions with just a few clicks

Launch Visual IVR Editor

®
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IVR Menus*

RingCentral offers various tools to help manage and
create IVR (interactive voice response) menus.
Administrators can add new IVR menus as shown in the
following instructions, use the Visual IVR Editor, or
import an XML file.

Add an IVR Menu Group

1. Fromthe Admin Portal, select the Phone System

tab.

Click Auto-Receptionist.

3. Click the IVR Menus tab.

4. Click New IVR Menu button The Add IVR Menu
pop-up appears.

5. Enter the Extension Number and Extension
Name.

6. Click Save.

The new IVR Menu appears listed under the IVR
Menus tab.

N

*Available for Office Premium and Ultimate users only.

Rii niral’

Phane System

E Company Info

\# Phone Numbers

0| D AutoReceptionist
3, 5wl
2 Other(s)

Phones & Devices

Users

Reporis »

General Settings

Search

Name

IVR Menu 1001

IVR Menu 1002

IVR Menu 1003

Total: 3

®

RingCentral

@ Dave | (650) 5550012 B, 10 GetHelp | Log Out

Call Log Billing Tools L B
IVR Menus IVR Editor Prompts Library Q
O, | | Language v @ Validate Menus | | + New IVR Menu
~  Numbers Ext. Language
1001 English (U.S)
1002 English (U.S.)
1003 English (U.S.)
Add IVR Menu

0 Extension Number
Extension Name

1004

IVR Menu 1004 o

Cancel Save

Show. 2% v <1



RingCentral Office | Admin Guide | Auto-Receptionist 57

Configure an IVR Menu

After you have created an IVR Menu, configure the
Extension Info, Direct Numbers, Prompt, and Call
Handling.

Configure Extension Info

After you select an existing IVR Menu, edit your
extension number, name, or delete your menu.

1. Fromthe Admin Portal, select the Phone System
tab.

2. Click Auto-Receptionist.

3. Click the IVR Menus tab.

4. Select an existing IVR Menus. The Extension Info
IVR Details pop-up appears.

5. Enter the Extension Number, Extension Name,
and set the Language.
e Ifyouwould like to delete this IVR menu,

click Delete Menu.
6. Click Save.

Rii ntral

Phone System

B company info

\# Phone Numbers.

O AutoReceptionist
ofES=g.

5 Group(s)
2 Other(s)

Phones & Devices

Reports v

General Settings

Search

Name
IVR Menu 1001
IVR Menu 1002

IVR Menu 1003

Total: 3

Call Log Billing Tools »
IVR Menus IVR Editor Prompts Library
Q Language ~
~  Numbers Ext.

1001

IVR Details
Extension Number
Ex

Q Direct Numbers

Language:

Dalste Menu

‘))) Prompt

* Call Handing

Admin Portal v [ JSERIT

Language

English (U.S )

1001

IVR Menu 1001

English (US ]

9

RingCentral

GetHelp | Log Out

& B

@ Validate Menus + New IVR Menu

< o

Show: 2 v <1

®
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Add a Direct Number

To add a direct number for an IVR menu:

1.

Nounbkwd

From the Admin Portal, select the Phone System

tab.

Click Auto-Receptionist.

Click the IVR Menus tab.

Click an existing IVR Menu.

Click Direct Numbers.

Click Add Direct Number.

Select one of the number types. Follow these

instructions for the type of number you choose:

a. Local (Domestic): Select the button for Local
(Domestic). Provide the State/Province and
Area Code and Select Number.

b.Toll-Free: Select the button for Toll-Free
Number. Select a Toll-Free prefix and a number
from the drop-down menu.

c.Vanity: Select the button for Vanity. Choose a
number that helps customers remember your
business phone number. Enter the numbers or
letters you wish to use and click Search to see if
it is available.

d.International: Select the button for
international. Select the button next to
Geographic Number or Toll-Free Number.
Select the Country, call the phone number in
the instructions to order an international
number.

Click Next when finished choosing your number.

Proceed to the completion of your order.

Rii ntral

Phone System Users

B company info

& Phone Numbers

q g Auto-Receptionist
EA 5 Groupls)
2 Other(s)

Phones & Devices

Reports v

General Settings

Search

Name

IVR Menu 1001

IVR Menu 1002

IVR Menu 1003

Total: 3

Call Log Billing

IVR Menus IVR Editor

< | | Language

~  Numbers

RingCentral

Get Help | Log Out

o-

L B

Tools =

Prompts Library
v @ Validate Menus

+ New IVR Menu

Ext. Language

E Extension Info

Direct Numbers

A0 Direct Number

Add Direct Number

1 Select Numbers 2 Confirm Order 3 Order Confirmation

Select Number Type ¥

® Local (Domestic) Toll Frea Wanity @ Intermational

Select State/Provines:

Selact . Selsct

Show: 25 v <1 >
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Visual IVR Editor

The Visual IVR Editor lets you configure your Multi-level IVR . o L
H. m‘ Admin Portal + - ISR FIT R Gt Help | Log Out

using an easy-to-use graphical interface. Add menus and
assign to extensions with just a few clicks.

i Users Reports v Call Log Tools v L B
Launch the Visual Editor e

E Companry Info General Seltings VR Menus VR Editor Fromgls Libeary

1. From the Admin Portal, select the Phone System tab.
2. Click Auto-Receptionist.
3' CIiCk the IVR Editor tab' ¥ou can creale your IVR menus in XML To gel started you can download sample VR xml files
4. Click Launch Visual IVR Editor. The Visual IVR Editor

opens in a new browser tab. OI D AR oo s e

‘? XML Editor

Single Lovel VR Mubti-level IVR

L3
i%l 2 g::;: Impen XML file Expont IVR XML File

Impen Expaort

[ ehones & Devices
Visual VR Edifor

Thie Vidaial IV Edior bets you configuis pour Multi-evsl IVR using &h easy 16 use graphical inbeilsce. Add menus and &340 16 axlentiang with just & lew eicks

o Launch Visual IVR Editor
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Create a New IVR Menu or Open an Existing IVR F— T

Menu > New Tree

Use these steps to create a new IVR menu with the

visual editor. e 1001 . 2 IVR Menu 1003,] 1003
Open the Visual IVR Editor. & PRI

g VR Menu 1003
i 1003

1. Inthe new tab, you will see your Visual IVR
Editor. On this page, you will have a New Tree
waiting to be created. You have the option to
create a new IVR from this screen, or open an
existing IVR and edit it in the Visual IVR Editor.
a. In the upper-left corner of the screen you have

icons for Open Existing Menu, Save, Validate,
and Clear Workspace.

2. Inthe upper-right corner you have a search bar,
an information drop-down menu with options
for Take a Tour and Learn More, and when you
are viewing an IVR menu, you will see zoom in
and out buttons.
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3. Click the Phone icon to start a new tree.

4. Your new tree will be automatically assigned a i . i
Visual IVR Editor Visual IVR Editor

name and extension number.
5. Click the name or extension number to edit the IVR 1001
text field and enter your preferred name and
extension. Press enter when you are finished and 0/{)
the title will change automatically. N <
6. Hover over your new VR menu to see more 0
options. Click ioon 1o start a new free
7. Click “+” to add sub-items to your tree. Sub-items 0"‘- IVR 1001
include: L
a.New Menu: Create a new IVR menu as an
option within your tree.
b.Existing Menu: Choose an existing [VR menu Visual [VR Editor Visual IVR Editor Vsval VR Edior
from a different IVR tree. IVR 1001 IVR 1001
c.External Transfer: Include an external number
in your tree. (%
d.Directory: Attach your company’s dial-by- . %
name directory to your tree. P~
e.Voicemail: Give the option to leave a voicemail. 0 & o oo 1001
f. Extension: Add a specific extension to your 001 1001 -

New Menu

o =

Existing Menu

@ External Transfer

Visual IVR Editor

9 IVR 1001
Voicemail

d
b.
(3
d.
: 4
@3 Extension

IVR 1001
1001

Directory

(4]

Directory ' Name e Name
Extension Extension




RingCentral Office | Admin Guide | Auto-Receptionist 62 RingCentral

8. Asyou add sub-items to your tree, they will
appear in the Visual IVR Editor. Once you have

added your items to your menu, hover over an ¢ Menu Settings ®
item to edit it and see more options. For some :
. . « « » . San Francisco Office
items you will see a“+” and “...” and other items
will only have the trash can icon. IVR Menus . s Fan 1ood
o Click the IVR name and extension text fields % R Select Language:
to .edltt}:em' . English (U.5.) w
e Click “+” to add sub-items to your tree.
e Click “...” to open the menu for Settings and Yo Textio Speech:
elete. Select Prompt File >
Delet

e Click Settings to edit your IVR Menu settings

. . . Generic Key Presses

just as you would edit them in the IVR Group San Francisco Office

Settings, Use Default Settings: nj
.

o Click Delete to delete this item. S

Repeat menu greeting
Press =:
Return o previous menu

If caller enters no action after the prompt played 3

4% SanFran.. times:
1004 Call will disconnect
] o
L3 Setfings

[ Detete
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g.External Transfer Click the phone number text
field to enter the external transfer number of
your choice.
e Click the trash canicon to delete this item.
h.Directory
¢ No further configuration is needed.
e Click the trash can icon to delete this item.
i. Voicemail
e Click the name or extension text fields to
open a menu to choose an existing user’s San Francisco Ofﬂ ce
extension.
e Click the trash can icon to delete this item.
j. Extension t
e Click the name or extension text fields to
open a menu to choose an existing user’s

extension.
e Click the trash can icon to delete this item. 4% SanFran..
¢ You can also change the order and key press 1004

of an item by click on the existing number -
and typing a new number.
e Click out to save.
Mew Menu

Existing Menu

f{:\. External Transfer

pS

Directory
@ Voicemail
t‘= | Extension
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Edit an Existing IVR Menu with the Visual IVR Editor

1.

2.

From the Admin Portal, launch the Visual Editor,
then click the Open Existing Menu icon.

Click on an existing menu to see a preview of the
menu.

Click Open to be able to edit the menuin the
Visual IVR Editor.

After editing your menu, click the Validate icon
to check your IVR menu.

Click the Save icon once you are done editing to
save your IVR.

Visual IVR Editor

New Tree

Main Menu | 1001

RingCentral
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Prompts ’

Prompt recordings guide callers with instructions on Rirfwentral © Do | REDSEE0NIB0I0N  Gette | Logaut
keys to press. Prompts can be pre-uploaded and saved v

to the Prompt Library, which you can then set up as
prompts using the IVR Tool.

Phone System Users Reports v Call Log Billing Tools v L B

. E Company Info General Settings IVR Menus IVR Editor Prompts Library
There are two prompt modes: audio and text-to- —_—
Speech, \# Phane Numbers Search Prompts Q T Import Prompts 1 Record Prompts
e Audio prompts are voice recorded.
e Text-to-speech prompts are written by you, @l O AutoReceptionist
. ) =] Prompt Name ~  UsedIn
then RingCentral’s automated system reads the !
roup(s o P Custom Greeting
prompt to your callers. i\ i)
o P customgreeting.wav IVR Menu 1002, Ext. 1002
Note: An IVR menu can function independently from o T
the Auto-Receptionist, so it does not have to be set up 5 U ——
for an Auto- Receptionist greeting.
Record Using Computer Microphone
. RingCentral will call you to record your prompt over the phone.
Record an Audio Prompt ’ ! i
Callme at | Entera new number
To record a new audio prompt for your system, —
1. Fromthe Admin Portal, select the Phone System

tab.

Click Auto-Receptionist.

3. Select the Prompts Library tab.

4. Click Record Prompts. The Record Prompts pop-
up appears.

5.  Enter aname for your prompt in the Prompt
Name field.

6. Select one of these prompt methods and follow
the on-screen instructions:
e Record Over the Phone
e Record Using Computer Microphone.

A

Follow the remaining on screen instructions to record
your prompt.
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Select Prompt Mode: Audio

To select a previously recorded audio prompt, do the
following:

1.

From the Admin Portal, select the Phone System
tab.

2. Click Auto-Receptionist.

3. Click the IVR Menus tab.

4. Select an existing IVR Menu. The Extension Info
appears.

5. Click Prompt. The IVR Prompt pop-up appears.

6. Under Prompt mode, select the button next to
Audio.

7. Click Select from Prompt Library.

8. The Select Prompt pop-up appears with a list of
pre-uploaded prompts.

9. Select the button next to the prompt you'd like to
set.

10. Click Save.

You can listen to your new prompt by dialing into the
extension and re-recording it until you are satisfied.

RingCentral

RincCral O e o s

Phone System Users Reports » Call Log Billing Tools v & B
E Company Info General Settings IVR Menus IVR Editor Prompts Library
& Phone Numbers Search Q | | Language > @ Validate Menus |+ New IVR Menu

Name ~  Numbers Ext. Language
Q Auto-Receptionist
IVR Menu 1001 1001 English (US)

‘;‘ 5 Groupis) OIVR Menu 1002 1002 English (U.S.)
2 Other(s)

IVR Menu 1003 1003 English (U.S.)

Phones & Devices IVR Prompt
E Extension Info
Prampt mode:

@® Audo
Q Texttospeech

‘. Direct Numbers
‘et frem Prompt Lwary

5 ‘ Frump'%

* Call Handling
8 Select Prompt

Total: 3 Show: 2B v <1

0 @ P Main Menump3

P Sales Menump3
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Select Prompt Mode: Text-to-Speech

RingCentral's text-to-speech utility converts the text
greeting you typed into a voice file and saves it to the
IVR Prompt Library. Set an IVR prompt using text-to-
speech. The text you enter must contain only letters,
digits, space, commas, and periods. No special symbols.
Use the words “hash” or “pound” or “star” instead of “#”
or “*”if needed.

To set up a text-to-speech prompt for an IVR menu:

1. Fromthe Admin Portal, select the Phone System
tab.

2. Click Auto-Receptionist.

3. Click the IVR Menus tab.

4. Select an existing IVR Menu. The Extension Info
appears.

5. Click Prompt. The IVR Prompt pop-up appears.

6. Under Prompt mode, select the button next to
Text to speech.

7. Inthe box for Text: type your desired greeting
and connection instructions for your callers.

8. Click Save.

Ri niral
Phone System Users Reports » Call Log
E Company Info General Settings IVR Menus
& Phone Numbers Search Q

Name
9 AutoRecaptionist
IVR Menu 1001

EL 5 Groupl(s) o IVR Menu 1002 . Extension Info
2 Other(s)

IVR Menu 1003

Phones & Devices ‘,

E Extension Info

Billing

IVR Editor

Language

~  Numbers

Direct Numbers

RingCentral

GetHelp | Log Out

Tools v

L B

Prompts Library

v @ Validate Menus -+ New IVR Menu

Ext. Language
1001 Enlich 121

IVR Details

Extension Number 1007
Extension Name: IVR Menu 1007
Language: Engiish (U.5.) ~

Delete Menu

IVR Prompt

Prompt made:

O Ao
o 0@ Text to speech
(’ Direct Numbers
Text

Erter your tot bre
5 ‘ Prompt
Please use the words “hash™ or "pound’or "star” instead of "#" or ™ if

* Call Handling

Total 3

Show: | 25 v < 1 >
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Recording Greetings and Messages

Several tasks require admins to record messages or
greetings for your RingCentral system. These steps
explain how to do the following:

e Record Over the Phone

e Record Using the Computer Microphone

e Import a WAV or MP3 file.

Import a WAV file for Your IVR Prompt

In the Prompts section, you can import or record your
IVR prompts and edit prompts that have already been
imported. To import a WAV file, do the following:

1. Fromthe Admin Portal, click the Phone System
tab.

Click Auto-Receptionist.

Click the Prompts Library tab.

Click the Import Prompts button.

A browser appears.

Navigate to the prompt file location.

Select the file and click Open.

Nounkwd

Ri ntral
Phone System Users Reports v Call Log
E Company Info General Seftings IVR Menus
\# R e Search Prompts Q
D AutoReceptionist
@ Prompt Name
@ P Custom Greeting

‘% 5 Group(s)
2 Other(s)

a P customgresting.wav

Phones & Devices

Billing Tools »

IVR Editor Prompts Library

~  UsedIn

IVR Menu 1002, Ext. 1002

RingCentral

RNV @ Dave | (650) 5550012 Ex 101 GetHelp | Log Out

L B

0 1 Import Prompts ¥ Record Prompts

®
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Record a Prompt over the Phone

Account admins and users with permissions can create
a custom audio prompt. One way to create this prompt
is to record the prompt using your RingCentral phone.

1. Fromthe Admin Portal, click the Phone System
tab.
Click Auto-Receptionist.
Click Prompts Library.
Click Record Prompts.
The Record Prompt pop-up appears.
Enter a name in the text field next to Prompt
Name.
7. Click Record Over the Phone.
e Next to Call me at, choose a phone number
from the drop-down menu if you have saved
numbers or type a phone number in the text

ok wd

field.
e Click the Call Now button, and RingCentral Ri - s
. il nira, min Portal v Dave | (650) 5550012 B, 101 Get Help | Log Out
will call you to record your message. Record
your IVR prompt over your phone when Phone System Users Reports v Call Log Billing Tools » L B
prompted.
8. Click Done. B i General Settings IVR Menus IVR Editor Prompts Library o
& Phone Numbers Search Prompts Q 4 Import Prompts |} Record Prompts
QQ Auto-Receptionist
5} Prompt Name ~  UsedIn
5 Group(s) (=] P Custom Greeting Record Prompt
52 5
(=] P customgreeting wav 6 Prompt Name: | Voicemail
Phones & Davices 0 e e
RingCentral will call you to record your prompt over the phone.
' Callmeat (@ | Work: (850) 555-7000 ~

Enter a new number

call Now 9
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Record a Prompt Using Your Computer Microphone

Account admins and users with permissions can create
a custom audio prompt. One way to create this prompt
is to record the prompt using your computer
microphone.

1.

Nouhwd

From the Admin Portal, click the Phone System

tab.

Click Auto-Receptionist.

Click Prompts Library.

Click Record Prompts.

A pop-up will appear.

Enter a name for your prompt.

Click Record Using Computer Microphone. Click

Allow if RingCentral asks to record through your

computer.)

The Record Prompt pop-up appears.

a. When ready, click the red Record button to
record or re-record your IVR prompt through
your computer microphone.

b.Click the Play button to listen to your prompt
and then click the Record button to re-record
your IVR prompt.

c.Click the Download button to and save your
recording to your computer.

Click Done.

Rinvntral‘

Phone System Users Reports v Call Log

General Settings IVR Menus

B company info

‘f Phone Numbers

q O AutoReceptionist

3 5 Group(s)
2 Other(s)

Prompt Name

o P Custom Gr

P customgreeti

Phones & Devices

Total: 2

Search Prompts Q

Billing

IVR Editor

RingCentral

GetHelp | Log Out

& B

Q

1 Record Prompts

Tools =

Prompts Library

2+ Import Prompts

~  UsedIn

Record Prompt

Prompt Name: | Enter prompt name 9
GO S LM Record Using Computer Microphone

Please enter Prompt Name

Record Prompt
Prompt Name: | Voicemail

Your prompt was recorded and successfully activated

Pres ten and @ to re-record your prompt

(b2 R 9

00:00/ 00:00 | ) E—O g

Show. | 25 v < 1 >
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Custom Rules

Custom rules let you manage call handling enabling you
to create efficient processes and streamline your work
flow.

When your call enters the RingCentral systemiitis
filtered through any conditions you have set, for
example Caller ID, Dialed Number, or Date and Time.
You can also apply business hours or after hours
conditions to incoming calls. These conditions are
passed to the destination phone or voicemail.

Once you create a custom rule, be sure to test the rule
to verify it works as you expect.

Custom Conditions

RingCentral

How advanced call handling works

Call comes in

ol Caller ID @  Match —

N

Dialed Number @ | Match —

NS

© oatcandTime ®  Match —

s

o .
1,?:? Business Hours

D After Hours

%

Custom Rule Applied

I!E Phone

QO voicemail



RingCentral Office | Admin Guide | Auto-Receptionist 72

Create a Custom Rule

Additionally, any previously-created rules are listed in
the pop-up that appears.

1.

N

From the Admin Portal, click the Phone System
tab.

Click Auto-Receptionist.

Under the General Settings tab, click IVR
Settings.

Under Custom Answering Rules, click Custom
Rule.

Click Add Rule. The Custom Answering Rule

pop-up appears.

Instructions continue on the following pages.

Rii niral’

Phone System Users

E Company Info
\# Phone Numbers

q Auto-Receptionist

0 Group(s)
0 Other(s)

Phones & Devices

Reports Call Log Billing Tools =

General Settings IVR Menus IVR Editor Prompts Library

Company Hours

2

IVR Settings

Company Greeting
How to handle incoming calls during business hours.

Company Hours Greeting
Play company greeting

» 00:00/00:00 o)) sem—m
If caller enters no action: Disconnect

Edit

Custom Answering Rules

RingCentral

LU E R A @ Dave | (650) 555-0012 Ext. 101 GetHelp | Log Out

)
L & B
Single Level v
~

~

After Hours Greeting

After Hours call handling go into effect when your business is
closed. The Business Hours is currently set to 24 hours a day.
To change business hours, go to Auto-Receptionist > Company
Hours.

You can create custom rules for special routing during holidays, specific time of the day (e.g. lunch break) or for special callers.

o Custom Rule

Custom Answering Rule x

Multi-condition advanced call handling rules offer powerful call r

based on time of day. date range, incoming caller ID and

using

called number. Please carefully test the call flows based on the rules set to ensure that the calls are being handled as expected.

Leamn more about advanced call handling

Add Rule
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Enter the Rule Name.

Click Next.

Click one of the answering rule conditions:
CallerID
Called Number
Date and/or Time.

Instructions continue on the following pages.

Ring

Enter a descriptive name for the rule.

Your Rule Name

1 Name Rule

G’» My Rule 1

Custom Answering Rule

2 Define Conditions 3 Define Call Handling

Canc e' “

Q

»-[J Caller ID
None

(] Called Number
MNone

> Date and/or Time
MNone

~ Name Rule

Custom Answering Rule

2 Define Conditions 3 Define Call Handling
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Custom Rule Condition - Caller ID

Caller ID - applies the rule according to phone numbers
you specify. Be sure the specified number is caller ID
enabled.

Follow the previous steps, “Custom Rules” on page 71,
then:

1. Click the answering rule conditions, CallerID.

2. Enter the phone number or contact name and
press Add.

3. Click Next. the Custom Answering Rule pop-up
appears. Go to “Custom Rule Call Handling
Definitions” on page 77.

~ Name Rule

0@ Caller ID

Custom Answering Rule

2 Define Conditions

3 Define Call Handling

RingCentral

Caller 1D rules apply to calls coming from specific phone numbers. You can create a list of phone numbers to be used for this setting. (Numbers selected must be

using Caller ID.)
When | receive calls from callers specified below.

Type Phone Number or Contact Name (@

0 ‘ 650-555-1212

|

O called Number
MNone

O Date and/for Time
MNone
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Custom Rule Condition - Called Number

Called Number applies the rule to the phone number
dialed.

From the previous steps, then:

Click the answering rule condition, Called
Number.

Click the check box Select Number. The Select
Number pop-up appears.

Click the Select Number button.

Click Save.

Click Next. Go to “Custom Rule Call Handling
Definitions” on page 77.

Ring

« Name Rule 2 Define Conditions

O caller D
None

# Called Number

When Selected Company Number(s) is Called:

2 | Select Number

[ Date and/or Time
None

Custom Answering Rule

3 Define Call Handling

Called Number rules are based on the phone number the caller dialed; for example, a phone number you are using for a customer promotion campaign.

Select Number

‘ Search Q

@ Phone Number ~  MName

@D (B50) 555-0012

Total: 1 Show: 10
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Custom Rule Condition - Date and/or Time

This condition applies rules based on a time of day,
week, or date range.

1. Click the answering rule condition, Date and/or
Time.

2. Select When this role Should be Active.

3. Click Next. Go to “Custom Rule Call Handling
Definitions” on page 77.

RingCentral

Custom Answering Rule x
+ Name Rule 2 Define Conditions 3 Define Call Handling
[ CallerID ~
None
O called Number v
None

o@ Date and/or Time ~

Date and/or Time rules apply based on a time of the day and week every week, or on a specific date range.

9 Select When This Rule Should be Active: (0

@ Weekly Schedule (O Specific Date Range
C:' Sunday

C: Monday

C:' Tuesday

C) Wednesday

C) Thursday

() Friday

C :' Saturday 9

e -
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Custom Rule Call Handling Definitions

From setting a rule condition, now define the call
handling for that rule.

Select Action to Take When Incoming Calls

Match This Rule:
Choose to Play Company Greeting or Bypass =
greeting to go to extension.
Set Greeting - Choose Default or Custom.
The default greeting is shown in the window.
Select Custom to create your own.
If Caller Enters no Action - Choose whether
the callis routed to the operator or
disconnected if the caller does not enter an
action.

Click Done.

Ring

Custom Answering Rule

+ Name Rule + Define Conditions 3 Define Call Handling

Select Action to Take When Incoming Calls Match This Rule:

@ Play company greeting @ Bypass greeting to go to extension

Set Greeting

‘ Default r
View In @

‘ English (U.S.) v

"Thank you for calling RingCentral. If you know your party’s extension you may
dial it at any time. For the Operator press 0. For the Dial-By-Name directory press
9"

» 00:00 /00:00 of)) w—

If Caller Enters no Action
@ Connect to operator () @ Disconnect (@
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Custom Answering Rule List

All created custom answering rules are listed when you
follow these steps, as shown in “Custom Rules” on
page 71:

1. Fromthe Admin Portal, click the Phone System
tab.

2. Click Auto-Receptionist.

3. Under the General Settings tab, click IVR
Settings.

4. Under Custom Answering Rules, click Custom
Rule.

The list opens to this display.

Add Custom Rules

To add a custom rule:
5. Click Add Rule. Follow the instructions on the
previous pages.

Validate Custom Rules

To validate the list of created rules:
6. Click Validate.

Edit Custom Rules

To edit an already created rule, click Edit.

RingCentral
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Call Groups
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Groups Listing
RingCentral offers different types of groups for your phone system needs.

Call Queues are different from extensions. Call queues increase the
efficiency of your company by directing the calls to the right employees.
Call queues can support up to 25 calls waiting in a call queue. Queue
overflow can be enabled to extend your call queue. To learn more about
Call Queues, see “Call Queue Group” on page 81.

Paging Only* groups enable real-time one-way broadcasting through
multiple desk phones and overhead paging devices. To learn more about
Paging Only groups, see “Paging Only Group” on page 92.

Shared Lines™ allow calls made to one phone number to be answered by
multiple phones. Answered calls can easily be handed off to other phones
sharing the same phone number. To learn more about Shared Lines groups,
see “Shared Lines Group” on page 95.

Park Locations are private locations for your employees to park and pick up
calls. Create up to 100 park locations for different groups of users in your
phone system. To learn more about Park Locations, see “Park Location
Group” on page 108.

RingCentral

Call Monitoring™ allows you to set permissions that allow specific users to
monitor the calls of other users. To learn more about Call Monitoring, see
“Call Monitoring Group” on page 112.

Other - Message-Only Extensions allow you to create a dedicated
extension specifically for receiving voice messages. All calls routed to this
extension automatically directed to the extension's voicemail box. To learn
more about Message-Only Extension groups, see “Message-Only
Extension” on page 115.

Other - Announcements-Only Extensions allow you to create a dedicated
extension specifically for playing an announcement. All callers routed to
this extension will only hear a recorded announcement/greeting. To learn
more about Announcement-Only Extension groups, see “Announcements-
Only Extension” on page 123.

Other - Limited Extensions allow you to create an extension installed in a
common area (meeting rooms or in hotel rooms) for anyone who has the
need to access basic inbound/outbound calling capabilities. To learn more
about Limited Extension groups, see.

*Not available for one-line accounts.
**Available for Office Premium and Ultimate users only.



RingCentral Office | Admin Guide | Call Queue Group 81 RingCentraF

Call Queue Group
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Call Queues
Create a call queue when you want a specific group of ) ,
users (such as Sales, Support, or Billing) to share R = s e
incoming calls. Each call queue can have an extension or Phone Sysem | asnl ey Eel TR ey S L
direct (local or toll-free) number of its own. You can S 0 e e
define specific business hours for each call queue and
set up email or text message notifications of any missed § Fopimess : 0 e
calls or voice mails. D | - v omvors B M e mataiy O
Add a Call Queue Group qﬁ‘ oy ®  tsmgcuoms o e e

Add Call Queue x

1. Fromthe Admin Portal, select the Phone System

ta b. 1 Add Call Queue 2 Select Users.

Click Groups.
Click the Call Queues tab. 0
Click the New Call Queue button. Freension tame
In Add Call Queue, enter an Extension Number,
Extension Name, and Manager Email.

Group Details

AL

Extension Number

6. Click Next. '
7. Select the users you'd like to add to the group Manager's Email
from the Call Queue Members list.
8. Click Done. e

Add Call Queue o x

~ Add Call Queue 2 Select Users

Select the members of the department, then click Done > Activate the Call Queue
Search Q | | Department M

Show All | Show Selected (2)

= Name ~  Ext Department
[J DHTestPDS 102

@ Joe Stephens 103 Purchasing
@  Matthew Smith 104 Purchasing

1 Somethina1234 New4321 01 0
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Configure a Call Queue

After you have created a Call Queue, you can configure
the Call Queue Info, Direct Numbers, Greeting, Call
Handling, and Messages & Notifications.

Call Queue Info

1. Fromthe Admin Portal, select the Phone System
tab.
Click Groups.
Click the Call Queues tab.
Select an existing Call Queue.
The Info pop-up appears. If you don’t have any
existing call queues, go to the previous page to
learn how to create one.
6. Edityour settings:
a. Extension Number
Group Name
Record Call Queue Name
Company Name
Contact Phone
Manager Email
Address
Call Queue Hours
Call Queue Members
j.  Overflow Call Queues
k. Regional Settings
[.  Resend Welcome Email
m. Delete Call Queue
7. Click Save.

AL

Sm e o0 T

Ri niral

o]

Phone System Users

Reports

Call Log

E Company i ots\lﬂueués Paging Only

¥ ehone Numbers seeen

Status

O uoReceptionist
o e

11 Group(s) )
@ Other(s)
L]
Phones & Devices °

Total: 4

Name ~

IT Helpdesk

Marketing Call Queue

Quality Gontrol Call Qu..

Sales Call Queue

Billing

Shared Lines

Tools v

Park Locstions

RingCentral

L UL R @ Dave | (550) 555-0012 Exd 101 Get Help | Log Out

Call Monitoring Othars

Msg. Members Availability (&
00 110
0/0 L0

Info
00
Extension Number:
Group Name:

Record Call Qusus Nams

Company Name:

Contact Phane:

Msanager Email:
(6 gl

Cell Queue Hours
Call Queue Members.
OQuarfiow Call Queues
Regjonsl Settings

Resend Welcome Email
Status: Mot Activated

( Delete Call Queve |

+ New Call Queue
1
IT Helpdesk
afo]
@
nemegyourcampany.com
o]
24 hours >
12
1
>
>
i
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Configure Call Queue-to-Queue Overflow

Call queue-to-queue overflow allows scalable
management of inbound calls during heavier-than-
usual or peak-season inbound call activity. You can
append existing queues to the original queue, so if all
lines are busy in the original queue, calls overflow to
additional queues.

Call handling follows the call queue policy. Call queue
overflow is supported for the Rotating and In Fixed
Order sequence protocols. The Simultaneous protocol is
not supported.

The Overflow Call Queues section lets you enable,
create, and manage your overflow queues.

Overflow Call Queues

1. Fromthe Admin Portal, select the Phone System

tab.
2. Click Groups.
3. Click the Call Queues tab.

4. Select an existing call queue group. The call
queue group must be configured with either a
Rotating or In Fixed Order call handling protocol.
See “Incoming Call Handling” on page 87.

Click Overflow Call Queues.

6. The Overflow Call Queues pop-up appears.
Select a maximum of three groups from the
Available Queues list.

7. Use the arrow buttons to move them to the
Selected Queues list.

8. Click Save. On first use, an Alert pop-up appears.
Select whether to Keep disabled and save or
Enable and save the selected overflow queue.

o

The number of enabled overflow call queues are shown
in the Info pop-up.

Rii niral
Phone System Users orts Call Log
E Company Info Csll Queues Paging Only
# Phone Numbers searn
Status Name
Q ptionist
° IT Helpdesk
‘ﬁ 11 Group(s) -] Marketing Call Queue
& Other(s)

] Quality Control §

Sales Call Queue

Phones & Deuuoe

Total 4

Avvailable Gueues (1)

Select Al

RingCentral

LC DV @ Dave | (6505550012 B 101 Get Help | Log Out

Info

Extension Number: 10
Group Name: IT Helpdesk

Record Call Queus Name > ®
Company Name
Contact Phone: ®
Manager Email nsme@example.com

Address > ®

Call Queus Hours

Call Queue Membars. 12

Regions| Sattings >

Overflow Call Queues

St G Ovtom e ()

Seiect calfiiues (4 masimum)

Hame Extension

Marketing Coll Cusue

L B

Others.

+ Mew Call Queue
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Add a Direct Number

Rirgf Rentral © ove 1 amzcs o | st nos
1. Fromthe Admin Portal, select the Phone System
tab. Phone System Users orts Call Log Billing Tools v X B
2. Click Groups.
3. Click the Call Queues tab. B compeny o e Gopey  Crorms Rousrs | emmn G
4. Select an existing Call Queue.
5. Click Direct Numbers. g - Info + New Cal Queve
6. Click Add Direct Number. =R R -
7. Click the button next to one of these types of o _— e R 5 o e S
number: q 09 e QEE Direct Numbers Recard Dre@ers
a.Local: Select this button for Local number. = 1 oo o S — A
Provide the State/Province and Area Code and £ e o o Q) oo Cortct
 Select Number. _ e -~
.Toll-Free: Select the button for Toll-Free
number. Select a Toll-Free prefix and a number * Call Handiin Add Direct Number
from the Available Numbers list.
c.Vanity: Select this button for Vanity number. B [essegess
Choose a number that helps customers '0 '
remember your business phone number. Enter ‘ —— ,
the numbers or letters you wish to use and click 9
Search to seeifitis available. o
d.International: Select this button to add an s ‘6>

International number, then select Geographic

Number or Toll-Free Number and Country. o sy

Follow the prompts to complete your order. i
8. Click Next when finished choosing your number.
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Call Queue Greetings

If you would like your callers to hear arecorded greeting
before being connected to a call group, turn on the Call
Queue greeting.

Note: If you have set custom call queue hours, follow
these steps for both the Call Queue Hours and After
Hours tabs.

Set a Call Queue Greeting

1. From the Admin Portal, select the Phone System
tab.
Click Groups.
Click the Call Queues tab.
Select an existing Call Queue.
Click Greeting.
Select the button next to On.
Click Set Greeting.
A pop-up window will appear displaying the
current Greeting. Choose your preferred type of
greeting:
a. Default - Select the button next to Default.
b.Custom - Select the button next to Custom and
select how you'd like to set your custom
recording:
e Record Over the Phone
Next to Call me at, choose a phone number
from the drop-down menu if you have saved
numbers or type a phone number in the text
field. Click the Call Now button and
RingCentral will call you to record your
message.
e Record Using Computer Microphone.
Click Allow if RingCentral asks to record
through your computer. The Microphone Test
and Record settings will appear. When ready,
click the red Record button to record your
greeting through your computer microphone.
Stop the recording and listen to the playback.
¢ Import Browse for a WAV or MP3 file you
want to use. Click Attach.
9. Click Save.

©ONOoUh W

RingCentral

Hoeﬂfm] ‘"’"‘""“" bl @ Dove | G50) 595001264101 Gel Help | Log Ot

Phone System Users orts Call Log Billing Tools » @, Eig
BH company infa Call Queues Paging Cnly Shared Linas Park Locstions Call Manitoring Others
R Prone Numbers Seareh + New Call Queue

Status Name ~  Numbers Ext. Msg. Members Availability (O

S ——
o ] IT Helpdesk 10 o/0 170
11 Group(s) e Marketing Greeting
& Other(s) - 4
° cusiyco  mmm  Ext1 0 Call Queue greeting: (©

Phones & Devices ° - ® on O of
7 Direct Numbers Om
Default Greeting. “Thank you for calling. Please wail while we connect you to the
next available agent "
D
Total: 4 Greeting
Sat Greeting
andling
.
ages &
sations Blocked Calls >
» O 000010000 o0 EEEE
Set Greeting X Set Greeting
Defaull Detauit
0
P Recora Using Computer Microphone import e nputer Microphone: import
cal
> (8 0000/0000 o)) m— (L)
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Incoming Call Handling

Choose how you'd like each call queue to handle
incoming calls. Set the order in which the calls will be
transferred to the members of the call queue, and
choose the audio while connecting, hold music, and hold
time..

1. Fromthe Admin Portal, select the Phone System
tab.

2. Click Groups.

3. Click the Call Queues tab.

4. Click the name of the Call Queue you'd like to
configure.

5. Select Call Handling to edit your call handling
settings.

6. Select the order in which calls are transferred to
department members:

a. Rotating: in order by extension number
b.Simultaneous: on all department extensions
c.In fixed order: select Specify Fixed Order.

7. Toenable Audio while connecting select the On
button.

8. Toset what callers hear during business hours
while waiting for a connection, select Set Audio.
(see Note)
a.Ring Tones
a. Music: choose from a preloaded selection of

music.
a.None
a. Custom: upload a WAV or MP3file.
9. Click Save

Note: If you have set custom call queue hours, follow
these steps for both the Call Queue Hours and After
Hours tabs.

Rii niral

Phone System Users

éons Call Log

E Campsny Info Call Queues Paging Only

Search

W cnone numbers

Status

00"
©

Name

IT Helpdesk

Iﬁ 11 Groups) Marketing Csll Quaus
6 Other(s)
] Quality Control Call Qu.
Phones & Devices ° Sales Call @
Totsl: 4
Legal Privaey

Billing

Shared Lines

4

RingCentral

Gat Help | Log Out

LU LTI @ Dave | (650) 555-0012 Exd 101

Tools » L F
Park Locations Call Manitoring Othars

Call Handling

IT Helpdesk

Ext. 10 Call Queve Hours After Hours Pcdvanced
Decide how calls get transfened to group members: (@)

. Reotating

Direct Numbers @
(O simuitaneous.
O Infixed order

Greeting 0 Audio while connecting
® on O of

Set Audio Acoustic ¥

Call Handling 8

WWhat callers hear while waiting for their call to be snswered in a call queue

Interrupt Audio Never »
Interruct sudio periodically and play & message
Messages &
Naotifications Hold music:
® on O o
Set Hold Music Acoustic >

Audio callers hear when put on hold

Member availability and hold times

Cancel

®
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Messages and Notifications

In this section, set your message recipient, voicemail
greeting, and notifications. RingCentral allows each
Call Queue a separate voicemail message to greet
unanswered calls, as well as allowing you to set a
recipient for these voicemails.

Set a Voicemail Greeting

1. Fromthe Admin Portal, select the Phone System
tab.
Click Groups.
Click the Call Queues tab.
Select a Call Queue.
Click Messages & Notifications.
Click Voicemail Greeting.
A pop-up will appear displaying the current
Voicemail Greeting. Choose your preferred type
of greeting.
a. Default: Select the button next to Default.
b.Custom: Select the button next to Custom and
select how you'd like to set your custom
recording:
e Record Over the Phone
Next to Call me at, choose a phone number
from the drop-down menu if you have saved
numbers or type a phone number in the text
field. Click the Call Now button, and
RingCentral will call you to record your
message.
e Import
Browse for a WAV or MP3 file you want to
use. Click Attach.
8. Click Save.

Nouhwd

Note: If you have set custom call queue hours, follow
these steps for both the Call Queue Hours and After
Hours tabs.

R niral

Phone System Users

E Company Info

Search

R ehone Numbers

Status

o o
20y 3

L]

=, 11 Group(s) °
& Other(s)

L

Phones & Devices °

Total 4

Call Queues
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orts Call Log Billing Tools & B
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W T Helpdesk
mamm Ext10 Take messages 6
lew Call Queue
Viicemsil Greeting
t Direct Numbers Message Recipient Ext. 10, IT Helpdesk >
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IT Help
‘ Greeting
Market
Quality
3:: Call Handling

Sales ¢

Call Queue Voicemail Greeting

Messages &
Notifications O Defait \iew in | Engish (U.8)| ~ | @

Al of our agents are busy helping other customers. Al the fone. plaase record
your meszage. When you've finizhed recarding. you may hang up or press the
# key for more options.*

@ Custom
\iew in | English (U.5.) ° @ Custom

“Al of our agents are busy helping other cusfomerz. Al the fone. ples:
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Fecord Cver the Phone [

RingCentral wil el you to record your cusiom gresting over the phane.

Custom

Calmest | Erfera new number

» 0200/ 0300 o))
Call Now
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Message Recipient

After you have set your Voicemail Greeting, you can set
which users or call queues to receive messages.

Set the Message Recipient

1. Fromthe Admin Portal, select the Phone System
tab.

Click Groups.

Click the Call Queues tab.

Select a Call Queue.

Click Messages & Notifications.

Click Message Recipient.

A pop-up will appear with a list of members to
receive messages left for this call queue.
Select the button next to the recipient.

Click Done, then click Save.

Nounbkwd

o ®©

Ri ntral
Phone System Users orts Call Log
B companyine Call Queues Pay
=
oom

Search

RHF Phone Numbers
Status

9 ptianist
4 2
2 11 Group(s) o

8 Otherls)

-]
Phanes & Devices °

Total: 4

Name ‘

IT HelpdesH

Marketing € ‘

Quality Con|

Sales Call ( *

RingCentral

ELLDLER T | @) Dave | (650) 555-0012 B 101 | Get Help | Log Out

Billing Tools » & B
Messages & Notifications
IT Helpdesk
Ext.10
Tehe messaes 6 Call Queue
\oicemsil Greating Defautt >
Direct Numbers Ext 10, IT Helpdesk »
Greeting
! 8 Select Message Redpient
Call Handling

Messages &

Notifications

Show:
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Voicemail Preview*

The voicemail preview provides a voicemail text with
the essential point of the message. It delivers a text
version to your RingCentral mobile or desktop
application or via e-mail.

1.

ok wd

8.

From the Admin Portal, select the Phone System
tab.

Click Groups.

Click the Call Queues tab.

Select an existing Call Queue.

Click Messages & Notifications.

Click Voicemail Preview. The Voicemail Preview
pop-up appears.

Select the On or Off button to activate or
deactivate Voicemail Preview.

Click Save.

*Available for Ultimate users only.

Ri tral

Phone System Users 6@0&5 Call Log

B companyinie

B prone Numbers

g Auto-Receptionist
05 she

2 12 Group(s)
5 Other(s)

Fhones & Devices

Call Queues

Info
B 1T Helpdesk
e (TT =0 Extersion|

Status

Paging Only

Billing Tools =

Shared Lines Park Locations

P—
e Q2 Diect Numbers Recced ©
P—
o Contact Pr

" Greeting
f—"
pove

* Call Handling Co Qe

=

Messages &
Notifications

RingCentral

LR | @ Dave | (650)555-0012 Ex 10 Get Help | Log Cut
Gall Monitoring VR Menus Others
Messages & Notifications + New Shared Line
Take messages
Vancernad Grestrg Defauit >
Massage Recpent Eat, 18, Holaay >
D

Voicemail Preview

Voicemail Preview: (i)
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Notifications

As an administrator, you can set up notifications to be
sent to your phone or email when voicemails, faxes,
missed calls, and text messages are received for each
call queue..

1. Fromthe Admin Portal, select the Phone System

tab.

Click Groups.

Click the Call Queues tab.

Select a Call Queue.

Click Messages & Notifications.

Click Notifications.

A pop-up will appear with options for email or

text-message notifications to a recipient of your

choice when voicemail messages or faxes are

received, or calls missed. Set your notification

settings by checking the boxes and filling in email

and phone numbers.

a. Click Advanced Notification Options to see
more detailed notification settings.

b.Set your Advanced Notification Options. Here
you can choose different email addresses and
phone numbers for your notifications, select
settings for marking messages as read, and
select options for email attachments.

c.Click Save.

d.Click Switch to Basic Notification Settings to
return to the Notifications pop-up.

8. Click Save

Nouhwd

RingCentral

Ring Ryrtral o e e
Phone System Users orts Call Log Billing Tools » & B
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E fcempany Infa = Husues Messages & Motifications
B8 [T Helpdesk
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Paging Only Group
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Paging Only*

Paging Only groups enable real-time one-way
broadcasting through multiple desk phones and
overhead paging devices. Paging Only groups are great
for a variety of locations such as warehouse/shipping
centers, retail stores, schools and hospitals, among
others.

You can page using a special phone with a paging soft-
key, or by dialing *84 from your digital desk phone or
from your VolP calling-enabled mobile phone. In each
case you need to set up the Group number, or the
number representing a group of extensions receiving a
paged message, prior to the page..

Add a Paging Only Group

1. Fromthe Admin Portal, select the Phone System
tab.

2. Click Groups.

3. Select the Paging Only tab.

4. Select New Paging Only button in the upper
right.

5. Enter the Group Name and Extension Number.

6. Click Save.

*This feature is available for accounts with two or more users
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Configure a Paging Only Group . Ri ntral ey I
After you set up a paging group, select the devices to
receive pages from the list of paging devices and user Phone System | Users  Repors by EOg WSO “ B
phones capable of doing so. See also, “Add a Paging é
Only Group” on page 93 E Company Info Call Queues Paging Only Shared Lines Park Locations Call Monitg IVR Menus Otners
1. Fromthe Admin Portal, select the Phone System @ oo @m — é ey
tab. e —
2. Click Groups. o - ) Posing o %
3. Select the Paging Only tab. oo Paging Oniy 1
4. Select aPaging Only group. 10 Grougis) ®  Sumet " Peging
5. The Info pop-up appears. soneE E— .
6. Inthe Info pop-up, —
a. Edit your extension number, group name, or e =
disable the extension. g - P:‘"B ;

o]

7. Click Save.
. Click Paging.
9. Click Devices to receive page.
a. Select the User Phones or Paging Devices to
receive pages.
b.Use the arrows to move phones or devices
allowing access to receive pages from
Available Devices to Selected Devices.
c.Click Save.
10. Click Users allowed to page this group.
a. Select the users who are to be allowed to page.
b.Use the arrows to move users from the
Available Users to Allowed Users list. This
allows or revokes access to page.
c.Click Save.
11. Click Done

Total: 2 Show: 25 A « 1 >
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Shared Lines*

The Shared Lines feature allows calls made to one
phone number to be answered by up to 16 phones as a
designated group. Multiple groups of shared lines can
be set up. Answered calls can easily be handed off to
other phones sharing the same phone number.

Add a Shared Lines Group

1.

From the Admin Portal tab, select Phone
System.

Click Groups.

Click the Shared Lines tab.

Click New Shared Line.

The Add Shared Line pop-up appears.

Select a location: Domestic or International.
Enter the Group Name, Manager’s Email, and
Extension.

Click Next.

The Add Shared Line pop-up appears.

Follow the prompts to add phone lines, order of
phone number and devices.

Click Save.

RingCentral
ophnne System Users
B company infe
& enone numbers

D sutoreceptonsst

12 Group(s)
5 Otherfs)

Phones & Devices

Call Quauss

Search

RingCentral

& @ Dave| 020 8554 0023 Ext. 101 GetHelp | Log Cut

Tools v W B

Shared Lines Park Locations Call Monitoring IVR Menus Othars

0— New Shared Line

~  Numbers Ext Messages

[209) 620-0431 B 0i0

Add Shared Line

3 Add Phones 4 Emergency Address 5 Shipping Address & Confirmation

Group Details

0 Group Name

Manager's Email
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Configure a Shared Lines Group
Configure the Shared Lines group’s name, password,
. . - Rii ral LCL LT | @ Dave | (550) 555-0012 Ext. 10 Get Help | Log Out
business hours, and regional settings. You can also
apply a template to the group. Edit your extension Phone System | Uses  Repos  Call Log il Tools o =

number, name, or delete your menu.

E @ T Call Queuss Paging Only Shared Lines Park Locations Call Manitoring IVR Menus Others

1. Fromthe Admin Portal, select the Phone System

ta b. \# Ehone Nambere Search Q + New Shared Line
2. C|iCkGr0upS. Group Details
3. Click the Shared Lines tab. Q omesepions e Exarsin Hunber. E
4. Select a Shared Line from the list. See page 96 for 09 snared ine 1 Group s srsdive
instructions on how to create a Shared Line. =, o Record Grous Heme Yo
°oheE Manager Emi name@example.com|

5. Edit the Group Details information:
a. Extension Number

Business Hours Custom >

Fhones & Devices

Regional Settings >

b.Group Name
c.Record Group Name Select Record Group e — 635
Name and choose from the text-to-speech e

name or you can record your group name.
d.RingCentral text-to-speech name: Select the
button next to Default to use the provided
text-to-speech name.
e Record Group Name.
You can either Record Over the Phone,
Record Using a Computer Microphone, or
Import a (WAV) file. Next to Call me at,
choose a phone number from the drop-
down menu if you have saved numbers or
enter a phone number in the text field. Click
the Call Now button and RingCentral will
call you to record your message.
e Import
Browse for a WAV or MP3 file. Click Attach.
e.Manager Email
f. Business Hours
g.Regional Settings
h.Resend Welcome Email
i. Status (read only, shows information about the
extension)
6. Click Save.
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Add a Direct Number

A direct number is a phone number that can be called
without going through the auto-receptionist.

1. Fromthe Admin Portal, select the Phone System

tab.

Click Groups.

Click the Shared Lines tab.

Select an existing Shared Lines group.

Click Direct Numbers.

Click Add Direct Number.

Follow these instructions to select the type of

number:

a. Local: Select the button next to Local
(Domestic). Provide the State/Province and
Area Code and Select Number.

b.Toll-Free Number: Select the button for Toll-
Free Number. Select a Toll-Free prefix and a
number from the drop-down menu.

c.Vanity Number: Select the button for Vanity
Number. Choose a number that helps
customers remember your business phone
number. Enter the numbers or letters you wish
to use and click Search to see if it is available.

d.International Number: Select the button next
to International, then Geographic Number or
Toll-Free Number. Select the Country and
Geographic Prefix. Call the phone number
listed to order an international number.

8. Click Next after choosing your number. Follow

the prompts to purchase your new number.

Nounbhowd
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Status Name
g Auto-Racaptionist < Direct Nu
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Greeting and Blocked Calls

Set Greeting and keep the default, or record a custom group
greeting. Click Blocked Calls to block specific calls or all calls
for this call group. Then, set up the message blocked callers

will hear.

couphwONE

© N

9.

From the Admin Portal, select the Phone System tab.
Click Groups.
Click the Shared Lines tab.
Select an existing Shared Lines group.
Click Greeting & Blocked Calls.
Under Group greeting, be sure the button next to On
is selected if you'd like a greeting.
Click Set Greeting to set your greeting.
A pop-up will appear displaying the current Voicemail
Greeting. Choose your preferred type of greeting.
a. Default: To use the provided greeting, click Default.
b.Custom: Select the button next to Custom and
select how you'd like to set your custom recording:
e Record Over the Phone
Next to Call me at, choose a phone number from
the drop-down menu if you have saved numbers
or type a phone number in the text field. Click the
Call Now button, and RingCentral will call you to
record your message.
¢ Record Using Computer Microphone
Click Allow if RingCentral asks to record through
your computer. The Microphone Test and Record
settings appear. When ready, click the red
Record button to record your greeting through
your computer microphone. Stop the recording
and listen to the playback.
e Import
Browse for a WAV or MP3 file you want to use.
Click Attach.
Click Save.

10. Click Blocked Calls.
11. Set your preferences for Blocked Calls.
12. Click Save.

®

RingCentral

Ri o niral numnrnn-l Bl | @ Dave | (650) 555-0012 Ed 10 Get Help | Log Out
Phone System Users Reports Call Log 6 Tools » & B

E Ermrm T Call Queues Paging Only Shared Lines Park Locations Call Manitoring IVR Menus Others

G erone Numbers Searn a + New Shared Line

Status Hame ~  Numbers Ext Messages
g Auto-Receptionist
0 L] shared iine 1 Graeting & Blocked Calls Blocked Calls

- shared fne 1
ana i CoT N
0| 5 oo —
5 Otherls) 3
Qg Dibect M ® o O o

Fhones & Devices
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Set Custom Music on Hold
You can customize Music on Hold for shared lines to
tailor the caller's waiting experience. The Music on
Hold options include:

e Ringtones.

e Predefined music: Acoustic, Beautiful, Classical,

Corporate, Country, Holiday, Latin, Modern Jazz,
Nature, Reggae, World.
e Upload custom file in WAV or MP3 format.

To set up custom Music on Hold:

From Admin Portal, select Phone System tab.
Click Groups.

Click the Shared Lines tab.

Select an existing Shared Lines group.

Select Greeting.

Under Hold Music, check Enable.

Click Edit to customize your Music on Hold.

WONOUAWONE

. Click Done.
10. Click Save.

Select the audio type and select or upload music.

Rinﬁentral
Phone System Users

B company info
R Phone Numbers

D Auto-Receptionist

0 Group(s)
0 Other(s)

> - °
Default

@ Dave v~ | (210)555-0120 Ext. 101

Repots  Calllog  Biling  Tools v
Call Queues  PagingOnly  Sharedlines  ParkLocations  Call Monitoring  Others
The Shared Lines feature allows calls made 10/\ Gresting
Search Q BusinessHours  AflerHours  Blocked Calls
Status  Name «  Numbers

Shared Line Greeting (O

<l Enable

@l Enable
(209) 62

shared fine 1

> 00:00/00:00 ) emmm— »
Hold Music & Default Greeting: “Thank you for calling can
Billing.”
Set Audio Edit
Musi v
e Hold Music (D
Select Music ‘ H # Enable
Music: Acoustic
Acoustic v
> 00:00/00:00 o)) emm—
3 00:00/00:00 o)) m—
9 Edit
Cancel

RingCentral

PUNTLINSIN  GoiHelp | Log Out

=

Audio While Connecting O

Music: Acoustic

R

00:00/00:00 ) em—

Y

Cancel
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Call Handling

Review or change each option for handling incoming
calls for both Business Hours and After Hours. Click the
drop-down menu and set the number of rings to wait
before forwarding unanswered calls to any value
between 10 and 80 seconds.

1. Fromthe Admin Portal, select the Phone System

tab.

Click Groups.

Select the Shared Lines tab.

Select an existing Shared Lines group

Click Call Handling.

Under Audio while connecting, select the button

next to On and click Set Audio.

a. Choose a Ring Tone, Music, None or Custom

for your audio.

b.Click Save.

7. Under When all lines are busy forward calls to,
click Select Destination.

a. Select the button next to the call destination
you'd like to set.
a. Click Save.

8. Under Number of seconds to wait before
forwarding unanswered calls use the drop-down
menu to choose a value between 10 and 80
seconds.

9. Click Save.

ok wbd

RingCentral

9

Rii o tral’ _ann LU | @ Dave | (8501 555-0012 4,101 | Get Help | Log Out
Phone System Users Reports Call Log 9 Tools = & B
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‘ £ Direct Numbers
shared line 1
Set Audio Ring Tones >
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Outbound Caller ID

Set up an outbound caller ID for the group, or use
individual numbers as caller IDs for each line.

1. Fromthe Admin Portal, select the Phone System

tab.

Click Groups.

Click the Shared Lines tab.

Select an existing Shared Lines group.

Click Outbound Caller ID.

Choose whether you'd like to use the one number

asthe caller ID for the entire group or if you'd like

to use individual lines.

a. Group: Select the button next to Group and
choose a number from the drop-down menu.

b.Individual Lines: Select the button next to
Individual Lines.

7. Click Save.

ok wd

Ril intral
Phone System Users Reports Call Log
B compny ints Call Queues Paging Only
@ ehone Humbers Sesen
T om
ans
Status Name
S ——— ‘k
oﬂ shared line 1
Lﬁ 12 Group(s) 4
5 Other(s)
Phanes & Devices
=

shared line
Ext 101 ® oop O ndvamire
-

Greating &
“ Blocked Calls

®

RingCentral

9

LU LU I @ Dove | (650) 555-0012 B, 10

Get Help | Log Out

Tools =

L B

Shared Lines Park Locations Call Monitoring VR Menus Others

=2

‘Outbound Caller 1D + Mew Shared Line

Divereee cor 10 ®

Direct Numbers

Call Handiing

Qutbound Caller ID

Messages &
Notifications.



RingCentral Office | Admin Guide | Shared Lines Group 103 RingCentral

Messages & Notifications

Set up a group voicemail and notification options. R:rontral' pr—— e
VOicema" Greeting Phone System Users Reports Call Log Billing Tools » L B
1. Fromthe Admin Portal, select the Phone System
ta b E Company Info Call Queues Paging Only Shared Lines Park Locations Monitoring IVR Menus Others
2. Click Groups. S Croup Detale
3. Click the Shared Lines tab. shared ine 1
M M H tatus e Extension Number: 8
4. Select an existing Shared Lines group. The Group O somuont :
Details pop-up appears. 06 e & Messages & Nofifications
5. Click Messages & Notifications. = oo (. pirect Numbers M e ours
. . . . 5 Oth Aal
6. Click Voicemail Greeting. - i e —
7. A pop-up will appear displaying the current o ) Cretnes EECRENCRY
Voicemail Greeting. Choose your preferred type ®vmcemmlevemmg Detaut >
of greeting. R&| | message Recipient Ext 101, Sandra Brown >
a. Default: To use the provided greeting, select $ R 1 =

the button next to Default.
b.Custom: Select the button next to Custom and
then select how you'd like to set your custom
recording: 0 mftsi‘ﬁsggt%,ngs‘ our call has been forwarded to the voicemail for shared line 1. No one is
¢ Record Over the Phone e et e
Next to Call me at, choose a phone number |

QOutbound Caller ID

Voicemail Greeting

@ Default Viewin | English (US) | v | @

please record your message. When
¥ hang up or press the # key for more

from the drop-down menu if you have saved R

numbers or type a phone number in the text

field. Click the Call Now button, and > owo0/0000 )
RingCentral will call you to record your

message.

e Record Using Computer Microphone Click
Allow if RingCentral asks to record through
your computer. The Microphone Test and
Record settings will appear. When ready,
click the red Record button to record your
company greeting.

8. Click Save.
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Message Recipient

Set a message recipient for a Shared Line. ,
1. Fromthe Admin Portal, select the Phone System R"omm e Mt
tab. Phone System Users Reports Call Log ili Tools v L B
2. Click Groups.
3. Click the Shared Lines tab. (B} ey e TEmD REeEy S Rt Gy RS e
4. Select an existing Shared Lines group. - . —_———
5. Click Messages & Notifications. N — R esseges & otlatons i
6. Under Take messages, select the button next to - s
On. og 1 Qc Direct Numbers ® ¥ O Mo
7. Click Message Recipient. The Select Message 9| 5y B Voicomal cresing et s
Recipient pop-up appears. S 0 Wessage Recigiont Ext 101, Sandra Brown >
8. Select a message recipient. R — ) sciedcas
9. Click Done. -
* Call Handling Sloct Meseaga Racplect )
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Voicemail Preview*

The voicemail preview provides the essential point of a
voicemail message. It delivers the message to your
RingCentral mobile or desktop application or via email.

1. Fromthe Admin Portal, select the Phone System
tab.

Click Groups.

Click the Shared Lines tab.

Select an existing Message-Only Extension.
Click Messages & Notifications.

Click Voicemail Preview.

A pop-up will appear with the option to turn
Voicemail Preview on or off.

Select the button next to On or Off.

Click Save.

Nouhwd

o ©

*Available for Ultimate users only.
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Notifications

Choose who will receive notifications for voicemail
messages and how they will receive them.

1. Fromthe Admin Portal, select the Phone System

tab.

Click Groups.

Click the Shared Lines tab.

Select an existing Shared Lines group.

Click Messages & Notifications.

Click Notifications. A pop-up will appear with

notification options.

Set your notification settings by checking the

boxes and filling in email and phone numbers.

a. Click Advanced Notification Options to see
more detailed notification settings.

b.Set your Advanced Notification Options. Here
you can choose different email addresses and
phone numbers for your notifications, select
settings for marking messages as read, and
select options for email attachments.

c.Click Switch to Basic Notification Settings.

Click Save.

ok wd
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Park Locations

ntral’ Admin Portal v @ Dave | (650) 555001264, 101 GetHelp | Log Out

Use Park Location groups to create a private location in Ri
which specific users can park and pick up calls. Once

users have been added to the group, the park location Phona System | = = o L o oo & B
can be added to the user’s Presence on a desk phone or
HU D on Ringcentral Phone‘ YOU can have Up tO 100 E Company Info Call Queues Paging Only Shared Lines Park Locations Call Monitoring IVR Menus Others
park locations in your phone system.
& Phone Numbers Search Q OJr New Park Location
Add a Park Location . e - R
Auto-Receptionist
1. Fromthe Admin Portal tab, select Phone ©  ParkLocaton 10001 10001
SYStem. l;l 14 Group(s) ] Park Location 10002 10002
2. Click Groups. £
3. Click the Park Locations tab. Add Park Location z
4. Click New Park Location. e
The Add Park Location pop-up appears. 0 -
5. Enter the Group Name and Extension Number.
6. Click Save. Extension Number

10001

Note: Only one call can be parked in each location at a :;
time. Cancel
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Configure a Park Location

After you have created a Park Location, you can edit its
information and the users in the group.

To edit your Park Location’s Extension Number and
Name:

1. Fromthe Admin Portal tab, select Phone
System.

Click Groups.

Click the Park Locations tab.

Select an existing Park Location.

The Info pop-up appears.

Edit the Extension Number and Park Location.
Click Save.

Nouhwd

Rinpgentral
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Add Users to a Park Location
To add or remove users from a Park Location:

1. From the Admin Portal tab, select Phone
System.

Click Groups.

Click the Park Location tab.

Select an existing Park Location.

Click Location Users.

Click Users of this park location.

Select users you'd like to add to the group from
the right column.

Click the blue arrow in the middle of the pop-up
to move the selected users to the right column.
You can also select users from the right column
and move to the left column to remove them
from the group.

9. Click Save.

Nounkwd

©

Next, see “Enable this Park Location” on page 111.

Enable this Park Location

Onyour selected user’s phones, go to the Users list,
select the user and configure the park location
extension:

1. Select Phones & Numbers.
2. Select Presence.
3. Select the Appearance tab.

q .l;l 14 Group(s) 09 Park L
6 Other(s)
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Call Monitoring Group*

Call monitoring groups all authorized users to access calls
made by other users in real time. These functions provide
training, coaching, and QA tools for supervisors or other
levels of the management team. They can also help improve
teams’ performance and productivity. The following actions
are available for an authorized user in a call monitoring
group: Monitor, Whisper, Barge, and Take Over.

To set up call monitoring, you'll need to create a call
monitoring group and configure it. The system prompts you
to select the users who will have permission to monitor, and
lastly, select the users who can be monitored.

After creating a call monitoring group, users who have the
permission to monitor others’ calls will use the touch-tones
on their phones to access the call monitoring features. These
users will select a current call in progress on their phones
then press the touch-tone for the action they’d like to take.

You must have a supported device with presence
capabilities to use this feature. The following devices are
supported:

e Polycom VVX 310

e Polycom VVX 410

e Polycom VVX 500

e Cisco SPA 303

e Cisco SPA 508G

e Cisco SPA 514G

e Cisco SPA525G2

¢ RingCentral Phone

*Available for Office Premium and Ultimate users only.

Action Description Example Touch
Tone
80

Take Over

Silently listen in on a
call

Speak only to the
employee without the
caller on the other
end hearing

Join the call so all
parties can
communicate with
each other

Take over the call
entirely and release
the employee from
the call

Supervisors/QA
to monitor
performance
Provide support
to users to help
them handle a
call

Help facilitate
discussion
between all
parties

Allow the
supervisor to
handle a call
and allow the
employee to
continue other
tasks

RingCentral

*

*81

*82

*83

®
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Add and Configure a Call Monitoring Group*

NS s

0 0 N o ;n

10.
11
12.

From the Admin Portal, select the Phone System tab.
Click Groups.

Click the Call Monitoring tab.

Select New Call Monitoring. The Add Group pop-up
appears.

Select the button next to Call Monitoring.

Click Next.

Enter a Group Name.

Click Next.

Select the users that can monitor this group.

Click Next.

Select the users that can be monitored by this group.
Click Save.

Note: The users who will be monitoring (for example,
supervisors) can add the users who are monitored (for
example, agents) in their desk phone Presence appearance.
The desk phone may need to be rebooted after these
settings have been changed.

*Available for Office Premium and Ultimate users only.

Anminpnn-l Rl © Dave| (550555

RingCentral

0012 Fd 101 Get Help | Log Out

& B

+ Mew Call Monitering

Phone System Users Reports Call Log Billing Tools v
E Gompany Info Call Queues Paging Only Shared Lines Park Locations Call Monitoring Others
o Q
& Prone umbes Searcn a
Hame w  Users that can monitor
D voreceptions
Cal Monitoring Group 1 Sandrs Brawn (Ext. 101) 1 Detne Group Name

15 Groupls)
& Other(s)

Phones & Deviess

9 Call Monitoring Group
- ‘Solect usors hatcan mondor 3 Solect users et con be monkond

Sandra Srown

-
0 P—

2 Sewctuserstatcanmonter 3 Sewct users inat ean be montored

Call Monitoring Group

-2

Shaw All | Show Selacted (0)

Davo Richards

John Andorsan

ST Qp
PSR S

= Tyee
101 User
12 Usen
108 Usen




RingCentral Office | Admin Guide | Message-Only Extension 115 RingCentraF

Message-Only Extension



RingCentral Office | Admin Guide | Message-Only Extension 116

Message-Only Extensions

Create an extension dedicated to receiving messages.
All calls routed to this extension are automatically
directed to the extension’s voicemail box. .

Add a Message-Only Extension

1.

2.
3.

From the Admin Portal, select the Phone System
tab.

Click Groups.

Click the Others tab.

Click New Message-Only Extension.

The Add Messages-Only Extension pop-up
appears.

Enter the Extension Name, Extension Number,
and Email.

Click Save.

Rii ral
Phone System Users Reports Call Log Billing Tools =
E Eomrmy i Call Queues Paging Only Shared Lines Park Locstions
o Q
& Prone Numbers Searen -

Status Type Name w  Numbers
O suorecestonst

o Only E only

EI. 18 Group(s)
8 Other(s) -
Add Messages-Only Extension
Phones & Devices
oﬁuensinn Name

Extension Number

1

Email

Cancsl

RingCentral

IO RSl @ Dave | (6500 555001264 101 Get kel | Log Ot

Call Monitoring

L B

IVR Menus Others

+ New Message-Only Extension | ~

Messages
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Configure a Message-Only Extension

After you've created a Message-Only Extension

: | i R‘. ntral EE TR B @ Dave | (B50) 555-0012 B4 101 Get Help | Log Out
configure the Extension Info, Direct Numbers, and

Messages & Notifications_ Phone System Users Reports Call Log Billing Tools « L B
EXtenSIon Info E e T Call Queues Paging Only Shared Lines Park Locations Call Monitoring VR Menus Others

Edit your extension number, name, or delete your

# Cpone Numbers Search Info
menu. ‘. Frens e Extension Info
Extension Mumber: 15
1. Fromthe Admin Portal, select the Phone System P e e Exdension Nare oy
) Y
tab. -] Annguncements-Only £ QE Direct Numbers Record Extension Name @
2. Click Groups. 52, BEETE Company Name:
. § Otneriz) o Messages-Only Extensic
3. Click the Others tab. g Veseos Contest Prone
4. Select an existing Message-Only Extension. o o Notifications et P ——
. . . . anes & Devies 5] eszages-Only Extensic -
5. Click Extension Info to edit the following: tee—E Bevkos) Sethes 2
a. Extension Number Resend liscams Emsi >
. -] Messages-Only Extensic Status: Mot Activeted @
b.Extension Name o
. Delete Extension
c.Record Extension Name

d.Company Name - I

e.Contact Phone
f. Email
g.Regional Settings
h.Resend Welcome Email
i. Delete Extension

6. Click Save.
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Add a Direct Number ’

1. Fromthe Admin Portal, select the Phone System
tab. an@lhﬂf' © Dsve | (650) 555-0012 64 101 Get Help | Log Out
Click Groups.
Click the Others tab. Phone System Users Reports Call Log Billing Tools v v B
Select an existing Message-Only Extension. 9
Click Direct Numbers. B companyino Call Queves Paging Only Shared Lines  Park Locations Call Monitoring IVR Menus Others
Click Add Direct Number. The Add Direct
Number pop-up appears. @ Ehone umbers Search 4 New Masssge-0nly Bxanson | -
7. Follow these instructions for your selection:
a. Local (Domestic): Select this button to add a O auto-Receptionist
local number, Provide the State/Province and © e T n e .
Area Code and Select Number. OI F- s . ol B ool 0 [
b.Toll-Free Number: Select this buttonto add a
Toll-Free number. Select a Toll-Free prefix and memmoe qm Qi Diect Numbers
a number from the drop-down menu. ¥
c.Vanity Number: Select this button to add a © e o Messaesd
Vanity number. Choose a number that helps Nofficatiens
customers remember your business phone : ' — '
number. Enter the numbers or letters you wish el Direct Number .
to use and click Search to see if it is available. | mettmben 2 Gt o 3 O Sontmaton
d.International Number: Select this button to
add an International number. Then, select the 0
button next to Geographic Number or Toll-
Free Number. Call the phone number listed to Select State/Province Select Area Code

Select A Select

order an international number. ! 9

ok wd

Status Type Name ~  Numbers Ext Messages

select Number Type

@ Local (Domastie) @ Tol-Fres @ vanity (D @ Intemational

8. Click Next.

Follow the prompts to purchase your new number.

Cancel
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Message Recipient
. . Rii niral PRSI @ Dave | (650)555-0012 B4 101 Get Help | Log Out
Choose an extension to receive and save messages.
. Phone System Users Reports Call Log Billing Tools » W
1. Fromthe Admin Portal, select the Phone System
ta t,). E Gompany Info Call Queues Paging Cnly Shared Lines Park Locations Call Manitoring IVR Menus Others
2. Click Groups.
3. Click the Others tab. ¢ i ion | ~
. Phone Numbers - nfo |
4. Select a Message-Only Extension. RO, o
5. Click Messages & Notifications. 0 s | S =
6. Click Message Recipient. The Select Message 0 e oo , B
. . Q‘ Direct Numbers E Extension Info
Recipient pop-up appears. = oo Vasemal Seztng et >
7' Select the user. 8 Other(s) ] Messages-0 1 @ Message Recipient Ext. 17, Shared u»&
; M 3 i
8. Click Done. O m gt | G o
e . . Phones & Devices essages
9. Inthe Messages & Notifications pop-up, click o e

Messages &
v d
Save. oe Messages 0 L Notifications

Select Message Recipient x

Selest Name v e Ty Depariment
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Messages and Notifications

Set the voicemail greeting you would like to use for
your Message-Only Extension. This feature is available
to Ultimate users only.

Set a Voicemail Greeting

1. Fromthe Admin Portal, select the Phone System
tab.
Click Groups.
Click the Others tab.
Select an existing Message-Only Extension.
Click Messages & Notifications.
Click Voicemail Greeting.
A pop-up will appear displaying the current
Voicemail Greeting. Choose your preferred type
of greeting.
a. Default: Select the button next to Default.
b.Custom: Select the button next to Custom and
select how you'd like to set your custom
recording:
¢ Record Over the Phone
Next to Call me at, choose a phone number
from the drop-down menu if you have saved
numbers or type a phone number in the text
field. Click the Call Now button, and
RingCentral will call you to record your
message.
e Import
Browse for a WAV or MP3 file you want to
use. Click Attach., then Save.
e Record Using Computer Microphone
Click Allow if RingCentral asks to record
through your computer. The Microphone
Test and Record settings will appear. When
ready, click the red Record button to record
your company greeting.
8. Click Save.

Nounk,wd

ﬁ& 16 Group(s)
8 Otherfs) °

RingCentral

c Dave | (650) 555-0012 B4 10 Get Help | Log Qut

Others

R tral

Phone System Users Reports Call Log Billing Tools =

Cal Queues Shared Lines Park Locations Call Monitoring IVR Menus

Search Info
. Extension Info
Extension Numbar: 15
Status Type

S | Extension Mame: | Hiolisia. e

E Company Infa Paging Only

S phone Numbers

Q Auto-Receptionist
Messages & Motifications

E Extension Info
Voicemsil Gresting

Mess Message Recipient
Notifi k Direct Numbers

Defauit >

Ext. 17, Shared Line - message. . >

Phones & Devices ° m Save

0 ) Message

Voicemail Greeting X

Message

Messages &

v
= Notifications

(@ Defauit View in | English (U.5.) |~ | (@)

"Vour call has been forwarded to the oicemail for Shared Line - mezsage anly
No ane iz availsble fo take your call At the tone, plesse record your message
When you've finished recording, you may hang up or prees the # key for more
options."

O Custom

Voicemail Preview >

Motifications. *
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Set Voicemail Preview*

The voicemail preview provides a text version of your

voicemail that lets you get the essential point of the Rii tral LI @ Dsve | (650 550012 £, 101 Get Help | Log O
message. It delivers a text version of your voicemail to
. . . . . Phone System Users Reports Call Log Billing Tools » & B
your RingCentral mobile or desktop application or via 9
email.
E Company Info Call Quaues Paging Only Shared Lines Park Locations Call Monitoring IVR Menus Others

1. Fromthe Admin Portal, select the Phone System —

Info f Extension | =

tab. \‘: Phone Numbers Searn
2. Click Groups. Extension Info R 5
3. Select the Others tab. o — e R — — L
4. Select an existing Message-Only Extension. ©  Ammounc ‘9 5 | Messages & Notifications
5. Click Messages & Notifications. 7, 1o B orersonie —— ——r
6. Click Voicemail Preview. The Voicemail Preview o Y~ —_— —— s
pop-up appears. Notif Direct Numbers
7. Select the button next to On or Off. e ® Ve 1 ¢ &
8.

Click Save.
Messages &
0 ° Massags Notifications

*Available for Ultimate users only.

Voicemail Preview

\bicemsil Preview: ()

O of

D

o Voicemai Preview >

Motifications *
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Notifications

Choose who will receive notifications for voicemail
messages and how they will receive them.

1. Fromthe Admin Portal, select the Phone System

tab.

Click Groups.

Click the Others tab.

Select an existing Message-Only Extension.

Click Messages & Notifications.

Click Notifications.

A pop-up will appear with notification options.

Set your notifications by checking the boxes and

filling in email and phone numbers.

a. Click Advanced Notification Options to see
more detailed notification settings.

b.Set your Advanced Notification Options. Here
you can choose different email addresses and
phone numbers for your notifications, select
settings for marking messages as read, and
select options for email attachments.

c. Toreturn to the previous Notifications pop-up,
Click Switch to Basic Notification Settings.

8. Click Save.

Nouhwd

Rinontral

Phone System Users Reports Call Log Billing Tools »

E i Call Queues Paging Only Shared Lines Park Lacstions Csll Monitoring
3 none tumbers Sesen
Status Type Name v Numbers
O cutoreceptionst
e Only E... only

18 Groupls
E. ) Info

R ) Messages- .

. Extension Info
Extension Number:
Phones & Devices ° Messages< Eda
n Direct Mumbers Rat E Extension Info

Messages< Com

Cant Direct Mumber
. Messages & : (o " e
Motifications Emd
Messages &
S B iications

Rat

-

7 Statt
Notifications
Notify me of: By Email By SMS
Voicemail Messages w
Received Faxes: ~
Missed Calls
Received Text Messages: ~

Send notifications to:

Email dave richards@mycompany.com

— Select Carrier — ~ Add

My carrier is nnno i

Cancel Save

Phone number:

@ Advanced Nofification Options

RingCentral

LEU LRSI @ Dave | (650) 555-0012 Bt 10

@

IVR Menus Others

Gat Heip | Log Out

& B

+ Mew Message-Only Extension | =

Messages

0/0

Messages & Notifications.

Vaemsl Gresting

Wissige Recipt

Defmst >

Ext. 17, Shaved Line - message.. ¥
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Announcements-Only Extensions

Create an extension that only plays an announcement
for your callers. All callers routed to this extension hear Ri ntral AdminPortal v R R e R T T,
arecorded announcement such as a holiday closure

Phone System Users Reports Call Log Billing Tools = Y B
announcement. Add an Announcements-Only
EXtenS|On. E Company Info Call Queues Paging Only Shared Lines Park Locations Call Monitoring VR Menus Others
1. Fromthe Admin Portal, select the Phone System :
R Enone Numbars Searn Q + New Message-Only Extension | +
tab.
. + New Message-Only Extension
2. Click Groups. o soms e T - [— Ext Messag o
. uto-Receptionist + New Announcement-Only Extension
3. Click the Others tab. fueRespns o
4. Select New Annou ncements-OnIy Extension o Add Announcements-Only Extension x
from the menu. 5 g .
The Add Announcements-Only Extension pop- Extension Name

up appears. phmmmo .
5.

Enter the Extension Name, Extension Number,
and Email. Extension Number .
6. Click Save. 1

Email

Q

Cancel
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Edit Announcements-Only Extension Info

Edit your Announcements-Only extension number,

name, or delete the extension. Ri el

1. Fromthe Admin Portal, select the Phone System Mol 0 o b0
tab.

2. Click Groups. 8] e CalQususs  Paging Ony

3. Click the Others tab.

4. Select an existing Announcements-Only & Prone tumbers -
Extension. . .

5. Edit the Info for the extension: e

RingCentral

LL LR @ Dave | (650) 555-0012 B, 101

Q

Others

Gat Help | Lo Cut

Billing Tools v & B

Shared Lines Park Locations Call Monitoring IVR Menus

+ Mew Massage-Only Extension | ~

Name ~  Mumbers Ext. Messages

a.Extension Number
b.Extension Name
c.Company Name
d.Contact Phone

D sutoreceptonst B
°

El 16 Group(s)
8 Otheris) Y

9 14 050

Infe

Extension Info R 0/0

. " Phones & Devices ° Mess: g Ditect Numbors i“-ﬁ_“” 0o
e.Emai N
. e
f. Regional Settings © s & o P ol
g.Resend Welcome Email R §
h.Delete Extension | e S L
o ]

Click Save.

®
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Add a Direct Number ’

Add a direct number to an existing announcement-only

extension. m"o""'“f @ nE I e L

1. Fromthe Admin Portal, select the Phone System Phone System Users Reports Call Log Billing Tools » & B
tab. e

2' CI!Ck Groups' E Company Info Call Queues Paging Only Shared Lines Park Locations Call Monitoring IVR Menus Others

3. Click the Others tab.

4. Select an existing Announcement-Only & P e Sewrh § New Message Oy Extension | =
Extension.

5. C“Ck Direct Numbers' Q o et Status Type Name ~  Numbers Ext. Messages

6. Click Add Direct Number. Oe onye - e

7. Follow these instructions for your selection: I, 19w
a. Local (Domestic): Select this button to add a o one LIS Sl 3 0/0

local number, Provide the State/Province and
Area Code and Select Number.

b.Toll-Free Number: Select this buttonto add a
Toll-Free number. Select a Toll-Free prefix and
a number from the drop-down menu.

c.Vanity Number: Select this button to add a
Vanity number. Choose a number that helps —
customers remember your business phone
number. Enter the numbers or lettersyouwish -~ _
to use and click Search to see if it is available. 0 o

d.International Number: Select this button to R s
add an International number. Then, select the ‘ ' 9
button next to Geographic Number or Toll-
Free Number. Call the phone number listed to
order an international number.

8. Click Next. and follow the prompts to purchase
your new number.

Phornes & Devices
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Set an Announcement

Customize a greeting for an announcement-only

RingCentral

2

extension. Rﬂvra' PSS o) (e | (950) 555001260 101 Get Help | Log Out
1. From the Admln Portal, SeleCt the Phone SYStem Phone System Users Reports Call Log Billing Tools » & B
tab.
2. Select Groups.
. E e T Call Queues Paging Only Shared Lines Park Locations IVR Menus Others
3. Click the Others tab.
4. Select an Announcements-Only Extension. ¢ — TP b
5. Click Announcement. Tt
6. Click Greeting Status Type Name v Numbers Ext. Messages
. . . Q Auto-Receptionist
A pop-up will appear displaying the current 0° e . DR
announcement.
iy 16 Grouets) Announcement Settin
7. Choose your preferred type of announcement. 8 Othrt) o v B e %
a. Default: Select the button next to Default. 0 """"""" e
Creetirg Defait >
b.Custom: Select the button next to Custom and Phones & Devices © s Qo b pr—,
select how you'd like to set your custom 7
recording: ° e
g 5 @ . t Announcement Greeting

¢ Record Over the Phone
Next to Call me at, choose a phone number
from the drop-down menu if you have saved
numbers or type a phone number in the text
field. Click the Call Now button, and
RingCentral will call you to record your
message.

e Record Using Computer Microphone
Click Allow if RingCentral asks to record
through your computer. The Microphone
Test and Record settings will appear. When
ready, click the red Record button to record
your announcement through your computer
microphone. Stop the recording and listen to
the playback.

e Import
Browse for a WAV or MP3 file you want to
use. Click Attach.

8. Click Save.

(@ Defsut

"No ane iz available fo fake your call Thank you for calling. Goodbye!™

(O Custom

View in | Engiish (U.S.) |~ | @

00:00/ 00:00 o)) 8
Carcel Save
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Limited Extensions

Create limited extensions™ for installation in a common
area (meeting room or hotel room) for anyone who has
the need to access basic inbound/outbound calling
capabilities.

RingCentral provides the ability to separately purchase
limited extensions as unassigned extensions and then
later set up and activate those extensions by assigning
them. Bulk purchases of up to 1,000 extensions are also
supported.

Add a Limited Extension

1. Fromthe Admin Portal, select the Phone System
tab.

Click Groups.

Click the Others tab.

Click New Limited Extension.

Select the button next to Limited Extension.
Click Next.

*This feature is available on an on-demand basis. Contact
RingCentral Support to discuss the requirements for enabling
this feature for your account.

ok wd

continued on the next page...

Rl niral

Phone System Users

E Company Info

Call Queues

¢

RingCentral

LCLDLL IR @ Dave | (650) 555-0012 Ext 101 Get Help | Log Out

Reports Call Leg Billing Tools »

Paging Cnly Shared Lines Park Locations Call Monitoring

Add Group

R prons Numbers

o}
2 Auto-Recaptionist
o]
EA 18 Group(s) Ie)
@ Otherls)
Phones & Devices o
[o]

Call Queue
A group of usersiextensions,
answered by the next availab

in @ cai queue, which receive and queve cals to be
rember of the group t

Paging Only
A group of deskphones or overhead speakers used Io broadcas! pages

Shared Lines
4 of phanes o that share one or

iny of the devices

Park Location
A group specifying users who can park calls for each other on 4 dedicated extension

Call Monitoring
A group that defines 8 sef of permissions allowing Users ta monifor the calls of other

users

Add Special Extension

Message-Only Extension
Extension fo receve messages only.

Announcement-Onk

Extension to play announcements.

Limited Extension

This

ihere you can sel up extensions 1o make and recenve voice calls fo be used for

conference rooms, bresk rooms, lobby/eception areas

& B

IVR Menus Others

+ New Limited Extension -

Messages



RingCentral Office | Admin Guide | Limited Extension 130

7. Select adevice for use as limited extension.

8. Click Next.

9. Assign anumber from Assign to Selected menu.
. Click Next.

. Select your shipping options.

. Click Next.

. Click Next to confirm the order.

An order summary is displayed.

Once the purchase of a limited extension is complete, it
will appear in your account with an unassigned status.
You can activate unassigned extensions as needed.
Once assigned, a limited extension can be unassigned
or reassigned as needed.

RingCentral

Buy Unassigned Limited Extension 3

o oPhones  Ztumien 3 ShsgAkes 4 Confiratin

Order: 1 Device (max 947)

Select a Davica

RecenyBouht  Deshlop Phones  Other Phones am  kem Prica
Polycom VVX 311 Gigabit Ethemet ... $169.00 .
Cisco SPR 508G Potycom W31t DigtalLing Bask (x1) 514 59m, N
sk Prone Gigatn Ememet
" Prone

[y

Polycom VWX-311 Gigabil Ethemet
Phone

Abigh res

@ phoae win

Buy Unassigned Limited Extension

uy Phone 2 Numbers

4 Confemation

3 Shipping Address

Falyoam VX 311 Gigabit Eteme Phone Select Existing umbs

Total 1 g

Buy Unassigned Limited Extension x

By Phonas b 3 Shigping Address 4 Confimation

11

Shipping Address Ship Attention To Shipping Option

20 davs d, balmont, Cabiormia, 90002, Un_ ~ | Edt | New | | Dave Richards Ground

Dovice.
All devices are assigned with shipping detaits. Please proceed to the next step

Total 0 <

Shipping Groups

v ShipAuenionTa  Shipping Option Cost

e, SO002. Unted _ Dave Richards Gesund s1za0

Shipping Cost Total: ~ $12.00

2 Nt 4 Contrmation
Charges
080207 - 87017 Charges
Pt s
Charges
st81.00
Charges: 319538
Adjustments
O8I0 - OGN Crodit
Pravate Afjestmon - Addanal RingCartral Servicas (D 822)
Adjusments: (53.22)
Taxes, Charges and Fees
& State and bocaltaxes and fees 1708
s10
ocavery Fon B
sas3

Tasns and Fons: $22.11

sies.08
2)
szn
520988
000

Total charged 1 cr s200.88

| acknasledgo tat |
S209.88 1 be charged o my cretit card ening n ["1111] | rthes authorize the m
0T which s in ad . charges.

* Prices c not incude taves or fees
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Assign a Limited Extension
To assign a limited extension and enter extension info: Ril ntral & © someting| (699 0T 101 Gatiep | Log O
1. Fromthe Admin Portal, select the Phone System Phone'System  Users  Reports  Calllog  Biling  Tools v S & B
tab. e
2. Click Groups. H companyinio CallQueves  PagingOnly  Sharedlines  ParkLocations  Call Monitoring  Others
3. Click the Others tab.
4. Click a Limited Extension with Unassigned & prons Numbers Searon O ExonsionTyps + New Massage-Oniy Extension | =
status. If needed, you can filter extensions by
Extension Type ) ) [y — Status  Type Assigned Status  Name ~  Numbers Ext.  Messages
5. Set the extension information: o. Limied Extension ~ Unassigned (480) 557-2208 0/0
a.Extension Number va - _ ,
. roup(s) ® Limited Extension Unassigned (480) 557-2229 0/0
b.Extension Name 20trerts)

c. Emergency Address
d.Extension Email

Phones & Devices

e.International Calling Allowed

6. Click Save & Enable. RingCentral m @ Something? | (856) 204-0247 EXL 101 Get Help | Log Out
The status for the extension becomes Assigned. PhoneSysem | Users  Repots  Calllog  Biling 9 5L
< Back Unassigned Limited Extension
Phone Number: (480) 557-2228
. Cisco SPA-122 ATA Sertal Number; N/A
Extension Info
Extension Number Extension Email
102
Extension Name International Calling

International Calling allowed

Emergency Address (O

Emergency Address
United States

Edit Address:

6

Delete Cancel Save & Enable
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Edit Limited Extension Info

Edit your Limited extension number.

1.

Wb

6.

From the Admin Portal, select the Phone System
tab.

Click Groups.

Click the Others tab.

Select an existing Limited Extension.
Edit the Info for the extension:

f. Extension Number

g.Extension Name

h.Record Company Name

i. Company Name

j. Company Phone

k.Email

|. International Calling Allowed
m.Regional Settings

Click Save.

Rii ntral

Phone System

E Company Info

'3 Phone Numbers

Q Auts-Recsptionist
oe Limited Extension Announcaments Only

5, BE=e
5 Other(s)

Phones & Devices

Call Queuss

Reports Call Log

Paging Only

Search

Type

® Break Room
[ 7] Ext. 110016

GEE Phone & Numbers

@ Announcement

m QOutbound Caller ID

Billing

Shared Lines

Tools «

Park Lacations

v Mumbers Ext.
e 14
Info
Extension Number: 110018
Extensien Name: Break Room
Record Extension Name
Company Name
Contact Phone:
Email: example@example.com

v International Calling allowed
Regional Settings

Resend Welcome Email

Status Not Activated

Delete Extension

Cancel

RingCentral

L DI @ Dave | (650) 555-0012Ed, 101 Get Help | Log Out

o °°

Call Manitaring VR Menus Othars

~+ New Limited Extension -

Messages

0/0

> ®

~
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Phones and Devices

This section provides you a view of all phones that are
associated with your RingCentral Office account. You
can also add phones and devices from this section.

View and Edit Devices
To view and edit devices on your account:

1. Fromthe Admin Portal, select the Phone System
tab.
2. Click Phones & Devices.
3. Click onthe tabs at the top panel to see:
a. User Phones
b. Common Area (Hot Desk) Phones
c. Paging Devices
d. Shared Lines
e. Unassigned
4. Click on adevice to view and edit details.

Search Devices

You can search or filter the phones or devices by
specifying search text, status, or device, and selecting
the search icon. The search displays results for devices
meeting the search criteria in the device category.

Add a Device

You can add a phone or device by clicking Add Device in
the upper right. See the next pages for more detailed
instructions.

qﬂg Phones & Devices

Rinvntrar
Phone System Users

B company info

‘1.* Phone Numbers
Status

O Auto-Receptionist
-]

‘% 5 Group(s)
3 Other(s)

e © o o

Total: 5

Reports

User Phones.

Common Area Phones

Search User Phones Q Status

Device

Cisco SPA-303 Desk Phone

Cisco SPA-303 Desk Phone

RingCentral for Deskiop

RingCentral for Desktop

Yealink SIP-T21P Basic IP Phone

Call Log Billing

Tools »

Paging Devices

~

Shared Lines

v Device

Assigned

New User1

Jane Smith

John Smith

Donald Harrison

George Mc Lennon

RingCentral

LELTLNCL SR @ John | (650) 530-0164 Ext 101 GetHelp | Log Out

Unassigned

Phone Number

(650) 491-0152

(650) 206-0147

(205) 419-0285

(205) 419-0268

(205) 406-0306

H & B

. + Add Device

Serlal No.

NA
CCQ16422G0G
LMRC6163

NA

00156583673A
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Add a User Phone
To add a user phone:

1. Fromthe Admin Portal, select the Phone System
tab.

Click Phones & Devices.

Click Add Device.

Select a user to assign the phone to.

Select a phone to buy.

AL

Instructions continue on the next page.

*You canonly add devices for one country at time. Repeat the
process for different countries as needed.

B company inio

Select Device Type

What device would you like to add?

User Phone

An activated IP phone a

Reports

User Phones

signed 10 a use

Call Log Billing

Common Area Phones Paging Devices

Dask Phones

Tools »

Shared Lines

RingCentral

LELLE LR B @ Dave | (650) 555-0012 B4 101 GetHelp | Log Out

Unassigned

& B

Oe

0 + Add Device

O unassinearrone & = J S
An IP phone in your account that is not yet activated o St Sapimct
=
5 a F L . LY
ol -

Qt Phone Numbers Search User Phones Status ~ Device "
Status Device v Assigned Phone Number Serlal No.

O Auto-Receptionist
© Gisco SPA-303 Desk Phone New Usert (650) 491-0152 A

E& 5 Group(s) (-] Cisco SPA-303 Desk Phone Jane Smith (650) 206-0147 CCQ16422G0G

3 Other(s)
(-3 RingCentral for Deskiop John Smith (205) 419-0285 LMRC5163
d Phones & Devices o RingGentral for Deskiop Danald Harrison (205) 419-0268 A

o Yealink SIP-T21P Basic IP Phone George Mc Lennon (205) 406-0306 00156589673A
Total: & Show: 25 v 1

5 Select User and Location 7 Add Phone Number 3

Assign to: Ext. 104 - Jen Williams > Do you need a new phone number for this phone:

Phone Number @) Yes

Location:

® Domestic International

No, I wantto assign an existing RingCentral number (3

*You can only add phones in one country in one transaction. To add
phones in different countries, please startnew transaction after you

complete this one.

Next
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6. Name your new phone.

7. Register your emergency address.

8. Choose to add more phones or proceed to checkout.

9. Select your shipping preferences and click Next.

10. Confirm your order by checking the acknowledgment
box and click Next.

Note: When adding international phones, you will also need
to register an emergency address in the selected country for
your phone. Review these details when confirming your
order.

Selected phone:

Assign to

Phone Nickname: (3

Name New Phone

Desk Phone

Ext 101 - Dave Richards

Cisco SPA-303 Desk Phone

Dave Richards Cisco SPA-303 Desk Phone

Back

RingCentral

1 -Confirm Order

Charges
12107/2014 - 1210612015 Charges
Addeional RingCentral Services. $41883  Expand
One Time Charges Charges
Addeional RingCenteal Services $13785  Expand

Charges: $557.83

Adjustments
9 Emergency Address !
120712014 - 041612015 Credit

v
RingCentral

Ship attention to

Se

Shipping Address:

Gty

State/Province.

Zip Code:

Country

Add more phones?

Emergency Calling - Registered Address

San Mate

Ern

ot be available in the svens
vic i tarminated O you

@ Services. RingCenal provides

‘Would you like to add more phones now?

Yes, add more phones
No, proceed to checkout

Dave Richards

New Address

123 Main Street

San Mateo

Califomia

94404

United States

~

Flease se

® GROUND: $18.95
2DAY:§34.95

OVERNIGHT; §52.95

Fiease allow 5-7 business

15 SUORQlY FeCoMMENE#Y IAT you Nave an JT6MMIHIY Means for Placing smergency 35 3vadsbie at 3 times

r shipping option

Prorate Adjustment - Additional RingCentral Services

$149.55)  Expand

Adjustments: ($149.55)

Taxes, Charges and Fees

- 816
@ State and local taxes and fees sie.1e

2011 Serviee Fee $8.00

und 525.68

Federal Universal Sen

Compliance and tive Cost Recavery Fee  524.00

Taxes and Fees: $73.84

Total decucted from account cre

Total charged to credit card: $482.12

crtion of your previous senvice(s|
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Add a Hot Desk Phone

A hot desk phone provides hot desking, and enables any
employee to log in to a shared phone that adopts the
user’s phone settings. There are two types: hot desk
phones and limited extensions that are enabled for hot
desking.

For more information on managing hot desk phones,
see “Managing Hot Desking” on page 144. For more
information on managing limited extensions and on
enabling a limited extension for hot desking, see

RingCentral

LU LE R @  Dave | (G50) 555-0012 B4 101 Get Help | Log Out

“Limited Extensions” on page 129.

1.

o vk owbd

0 © N

From the Admin Portal, select the Phone System
tab.

Click Phones & Devices.

Click the Common Area Phones tab.

Click Add Hot Desk Phone.

Click on the phone that you want to purchase,
and then click Add to Cart.

Specify the number of phones that you want to
order under QTY, and then click Next.

Register your Emergency Address.

Select your shipping preferences and click Next.
Confirm your order by checking the

acknowledgment box and click Next.

Rii ntral
Phene System Users Reports Call Log Billing Tools ¥ H & B
E Company Info User Phones Common Area Phones Paging Devices. Shared Lines Unassigned
\# P FEmOe Search Common Area Phones QO Status ~ Type ~ Device o—}- Add Hot Desk Phone
All
O Auto-Recepiionist Hot Desk
Status - Type pevice Limited Ext + Hot Desk Serial No.
4 Group(s) [] Hot Desk Polycom VVX411 Existing P...  (240) 200-1009 B64167F010BAB
‘h 6 Other(s)
(] Limited Ext + Hot Desk  Polycom VVX500 Existing P...  (209) 200-0680 0004F28133F3
9' ke Buy Hot Desk Phane x
1 Buy Phones 2 Emergency Address 3 Shipping Address 4 Gost Center Codes 5 Confirmation

0 Select a Device

Recently Sought

Polycom WWX-311
Gigabit Ethernet
Phone

Frice: 5168.00

Polycom WX-411 Color Gigabit
Ethemnet Phone

Deskiop Phones

A calor display IP phone with speakerphone,
presence, Gigabit ethernet, and more. Includes
power adapter.

+ 12line keys with ability to display the presence
status for up to 10 users on the phone display

+ Add-on expansion module svsilsble, ensbling
presence view for up to 08 users (Not Included)

+ Inteligent contest-basad softieys

+ Backit 3.5 color Golor display with 320 x 240
resolution

+ Polycom HD (righ-definition) waice tachnology

+ Dedicated RU-3 hesdset port

+ Integrated Power over Ethemet (PoE) support
(Cizsz2)

/]

Polycom VWX-411
Callor Gigabit
Ethernet Phone with
1 Expansion Module
Price- 541200

Palycom VVX-411
Color Gigabit
Ethernet Phane
Prics: 5228.00

Furchase
$220.00

Palycom VWX-501
Color Touchsereen
Pnos: 5202.00

Order: 1 Device (max 50)

ato Item Price

D Folycom VWX-411 Color... 322000 @&

Subtotal:  $229.0D

*Excludes taxes; fees andior shipping

Cancel
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Add a Paging Device

A paging device is a wall-mounted speaker or amplifier
that enables overhead paging.

10. From the Admin Portal, select the Phone System
tab.

11. Click Phones & Devices.

12. Click the Paging Devices tab.

13. Click Add Device.

14. Enter a name for the paging device.

15. Click Next.

16. View the provisioning information for the device.

17. Click Done to add the paging device to your
system.

m Users

Reports Call Log

RingCentral

LD @ Dave | (650) 555-0012 Ed. 101

Billing Tools = e

B company info User Phones  Common Area Phones Paging Devices Shared Lines Unassigned
‘1: el R Search Paging Devices Status v
Q Auto-Receptionist
Status Name v Assigned Groups
5 Group(s) (-] Warehouse Paging Device
&l 3 Other(s)
2 ] Phones & Devices
Total: 1

4 Select Device Type

What device would you like to add?

O User Phone
An activated IP phone assigned to a user.

O Unassigned Phone
An IP phone in your account that is not yet activated or
assigned to a user.

(® Paging Device
A wall-mounted speaker or amplifier that enables
overhead paging

(O Common Phone
A shared phone in which users can log-in with their
credentials to start using it

Show 25
Paging Device

Only the following paging devices are supported by RingCentral:
« CyberData SIP-enabled IP V2 Paging Speaker
+ CyberData SIP-enabled IP V2 Paging Amplifier

Device Nickname: | Paging Device

Add Paging Device

Provisioning information for CyberData paging
devices:

CyberData paging devices need to be programmed with the
information given below to make them fully functional when assigned
to paging group.

Step 1: Open a web browser session to the CyberData device
Please consultthe vendor documentation for details on how to
determine the IP address of your device and how to enter the
relevant login credentials

Step 2: Navigate to the Networking page and confirm that the device
is configured for DHCP operation.

Step 3: Navigate to the SIP Cofiguration page and enter the following
settings in the appropriate fields and Click "Save”. The device may

GetHelp | Log Out

L B

0 + Add Device

reboot
SIP Server sip.ringcentral.com
Remote SIP port 5060
Local SIP port 5060
Outbound Proxy sip20 ringcentral com
Qutbound Proxy Port 5090
SIP User ID 16503079449°550
Authenticate 1D 5509960440

Authenticate Password

456823wEihdg
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View Shared Lines

View a list of devices assigned to a particular shared
line group.

1. Fromthe Admin Portal, select the Phone System
tab.

2. Click Phones & Devices.

3. Click Shared Lines.

The group assigned to a particular Shared Line and the
Phones Assigned to that shared line are listed.
4. Filter numbers by search term or device.
5. TheShared Line and Phones Assigned are shown
here. If you have made any changes, click Apply.

% Phones & Devices

RingCentral

LSRN @ Dave | (650) 555-0012 B 101 GetHelp | Log Out

Ri niral
Phone System Users Reports Call Log Billing Tools » Os % IEid
B company info User Phones  Common Area Phones  Paging Devices Shared Lines Unassigned + Add Device
\# PR Rambers o Search Shared Lines Q Device v
OSham} Line ~  Phones Assigned Lines Extenslon

ﬂ Auto-Receptionist
El 5 Group(s)

3 Other(s)

No resulls

Total: 0 Show: 25 <1
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Add an Unassigned Phone

An unaSSigned phone iS anlIP phone in your account tha Rii ntral’ COLECLCUR A @ Dave | (550) 555-0012 B 101 GelHelp | Log Out
is not yet activated or assigned to a user.
A Phone System Users Reports Call Log Billing Tools v L K P
1. Fromthe Admin Portal, select the Phone System
tab.
. . User Phones Cor Area Phor Paging Devices Shared Lines Unassigned -+ Add Device
2. Click Phones & Devices. & comanyie e ’ 0
3. CI!Ck UnaSSIgn.ed' & Phono Numbers Search Unassigned Q| Device ~ | AreaCode -
4. Click Add Device.
5. Select the button next to Unassigned Phone and N
Click NeXt. 2 e C Status Device Phone Number Serlal No.
6. Select Domesticor Intern?tlgnal as the location o e Clecs 5108 Dect P oo
for your new phone. If you'd like to add an &5 3onety .

drop-down menu.
7. Select aphone torent or buy.

. . o Select a location
Instructions continue on the next page.

@ Domestic O Intemational

1 Location 2 Buy phones 3 Delivery address 4 Confirmation

International phone, select a country from the Basated bitee
q@ Phones & Devices

*You canonly add devices for one country at time. Repeat the
process for different countries as needed s

Cancel

Buy unassigned phone x
+ Location 2 Buy phones 3 Delivery address 4 Confimation
o Select a device Order: 1 Device (max. 50)
Recently bought Desktop phones. Qm  Htem Price
1 Polycom VVX 101 Basic IP Phone £79.00 &

Polycom WX 101
Basic IP Phone
Prce. £79.00
Subtotal: £79.00

"Excluges taxes, fees andior debvery

Back


http://success.ringcentral.com/articles/RC_Knowledge_Article/6960?priority=10&retURL=/apex/RCSupportPortalSearchNew&type=FAQ&id=kA280000000GwMVCA0&Title=Reports+OverviewopFeatures_10
http://netstorage.ringcentral.com/guides/mobile_app_guide.pdf
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Choose to add more phones or proceed to
checkout.

Select your shipping preferences and click Next.
Confirm your order by checking the
acknowledgment box and click Next.

Add more phones?

Would you like to add more phones now?

Yes, add more phones
No, proceed to checkout

Ship attention to Dave Richards

Select Address: New Address s

Shipping Address 123 Main Street

City: San Mateo

State/Province: California ~
Zip Code 94404

Country: United States ~
Confirm

Charges

One Time Charges

Additional RingCentral Services

Charges:

Taxes, Charges and Fees

B State and local taxes and fees

Taxes and Fees:

Total Charges:
Total Adustments:
Total Taxes & Fees
Sub-total

Total deducted from account credd balance:

Total charged to credit card:

ining Ac

Please select your shipping option:

@ GROUND: §18.95
2 DAY: $34.95
OVERNIGHT: $52.95

Please allow 5-7 business days for Ground delivery.

Charges

$257.95 Expand

$22.12

$2212

525795

$0.00

s22.12

5280.07

$280.07

$0.00

redd is $780.45).

~ | acknowledge that | have read this information and understand the Remized charges istedg |

authorze $280.07 10 be deducted from my Account Credi

G CED

Ring
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Enabling Video Calls

You can enable video on internal point-to-point calls in
your RingCentral Office account. Supported devices
include the Polycom VVX 501/500 and 601/600
(supporting detachable cameras for video calling).
Phones with video support include video codecs with
audio for all outbound calls. No new firmware is
required for the Polycom phones to enable video.

This feature is available as a on-demand feature for
Premium and Ultimate tiers. Contact support to ask
about this feature.

To enable video:

From the Admin Portal, select the Settings tab.
Click Phones & Devices.

Under User Phones, select a supported phone.
Check the box next to Enable Video Calling.
Click Save.

uhLONE

Note: you can enable video calling for multiple devices
by multi-selecting the Polycom devices in the list and
enabling video calling in bulk.

The phone will be resynchronized to make and receive
video calls with similarly configured devices within your
RingCentral Office account.

For information about placing video calls, see the
RingCentral Office User Guide.

Phones & Device

RingCentral
Phone’System Users Reports Call Log Billing Tools ~
E Company Info User Phones Common Area Phones
\# o RS Search User Phones Q Status
Status Device

g Auto-Receptionist

(3 )

Dave Richards Polycom VVX-501 Col

Paging Devices

®

RingCentral

@ Dave ~ | (210)555-0120 Ext. 101 Admin Portal v GetHelp | Log Out

g & N F

Shared Linas Unassignad

~ Device M

-+ Add Device

Assigned Serial No.

Dave Richards N/A

0 Group(s)
0 Other(s)

< Back

#

Device: Polycom VVX501
Serial Number: NJA ©
Assigned Type: User Phone
¥ Enable video calling
Status

Order in Progress

Check Progress

Assigned To

User
Dave Richards - Ext. 101
Edit User

Default Area Code &

210

Bandwidth Settings (O

Data Usage
High v

@ Use HD Voice if possible

Emergency Address O
Emergency Address

Edit Address

Polycom VVX501

Name ©

Dave Richards Polycom VVX-501 Color Touchscreen

Expansion Modules

0 v

Cancel
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Managing Hot Desking

Hot desking* enables any employee to login to a hot desk phone that
adopts the user’s phone settings. Employees who travel from different
offices can share the same hot desk phone and desk while keeping their
own extension profiles and voicemail access.

Types of Hot Desk Phones

The following configurations of hot desk phones that support access to hot
desking are available to support your business needs:

e Hot Desk (Common) Phone: An employee visiting from a different
office can login to a hot desk phone and use it as their own, accessing
their own extensions, profiles, voicemail, and other phone features. Hot
desk phones do not provide any telephony support unless the guest
user activates them by entering their credentials (except for making
emergency calls).

e Hot Desking for Limited Extension: Limited extensions are installed in
common areas (meeting rooms or in hotel rooms) for anyone who has
the need to access basic inbound/outbound calling capabilities. With
Hot Desking for Limited Extension, a visiting employee canloginto a
limited extension phone and use it as their own with access to full
telephony features. Hot desking enables field sales and remote
employees to work in a variety of spaces when visiting different offices
and the fact that this feature is available on limited extension phones
ensures that the hardware still provides functional value for on-site
employees in all other cases.

Phone Support and Setup

You can either purchase a new phone that supports Hot Desking, or
convert an existing unassigned Polycom VVX phone to a hot desk phone.
Supported phone models are the Polycom VVX 310, 311,410,411, 500,
501, and 601.

RingCentral

Using Hot Desking for Limited Extension
Calls are routed to a Hot Desking for Limited Extension phone as follows:

e Calls to the Guest User: the limited extension device is added to the
forwarding rules of User Business Hours and After Hours (if it has
forwarding rule). Calls are routed to Limited Extension device based on
active answering rule of the guest user.

e Calls to Limited Extension are still routed to its device: Extension, DID,
or DL number, and paging calls. However, calls to the phone number of
the Limited Extension DL follow the guest answering rules.

After logging out through the logout soft key on the physical phone device,
the phone resumes operation as a limited extension device.

Managing Hot Desking Devices

You can configure and manage hot desking devices from the Phone and
Devices tab of your online account. See these sections:

e Add a Hot Desk Phone.

e Enabling a Limited Extension Phone for Hot Desking

e Convert an Unassigned Phone to a Hot Desk Phone.

e Unassign a Hot Desk Phone

e Log out a Hot Desk Phone

e Set the Hot Desking Session Timeout

*This option is available for Office Premium and Ultimate only.
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Enabling a Limited Extension Phone for Hot Desking

To enable a visiting employee to log in to a limited
extension phone and use it as their own with access to
full telephony features:

1. Fromthe Admin Portal, select the Phone System

tab.

Click Phones & Devices.

3. Click the Common Area Phones tab.

4. Select a Limited Extension to view the device
details.

5. Click the Use as Hot Desk Phone box.

6. Click Save.

Note: On the Phone & Devices page, the device type is
now identified as Limited Ext + Hot Desk.

N

A login softkey is provisioned on the device. Once a
guest user is logged in, the device details page displays
the guest user name.

RingCentral

Phone System

<{ Back

A

RingCentral

LULTINAUEIRE B @) Steve | (650) 458-4680 Ext. 101

Users Reporis = Call Log Billing Tools =

Polycom VVX311

Device: Polycom VVX311 Name @
Serial Number: 0400111111111 @

Assigned Type: Limited Extension Phone

Paolycom VVX-311 Gigabit Ethernet Phone
# Use as Hot Desk Phone

Status.

Order in Progress

Check Progress

Assigned To

User

Recreation - Ext. 110017

Phone Number Default Area Code (D

(510) 628-4224  View 510

Edit Number

Bandwidth Settings @
Data Usage
High v

@ Use HD Voice if possible

Emergency Address (&)

Emergency Address
20 DAVIS DR, BELMONT, CA, 94002, United States

Edit Address

Get Help | Log Out

S & B

Cancel Save
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Convert an Unassigned Phone to a Hot Desk Phone
Converting an unassigned phone to a hot desk phone Ri ntral e 0 o 1 et | Log o

makes that phone only available for use in hot desking.

NO minutes are induded for- any type Of Ca||S. Phone System Users Reports Call Log Billing Tools » o Q;: =
To convert an unassigned phone to a hot desk phone: R — worfronss GommonPhoncs  FagngDodes  Sraredlines  Unastped s o
1. Fromthe Admin Portal, select the Phone System
tab \1.& Fr P Search Unassigned Q Device v Area Code -
2. Click Phones & Devices.
3. Click the Unassigned tab.Select an unassigned e o samws oeve Phonthanosr  SatalNe.
phone. ) —— 0 0 e Cisco SPA-303 Desk Phone (650) 7630149 A
4. Under Phone Details, select Convert to Common 3 Otherte)
Phone [ ] Cisco SPA-303 Desk Phone (650) 515-0171 NA
5. Follow the instructions to complete the d{g S Do o e Cisco SPA-303 Desk Phone (650) 763-0171 A
conversion. 0 e Cisco SPA-303 Desk Phone (650) 491-0148 A
a -] Cisco SPA-303 Desk Phone (650) 491-0149 NA
[B-) Cisco SPA-303 Desk Phone (650) 763-0153 NA
Total: 6 Show: 25 v ¢ 1
Device: Polycom VVX311 Name
Serial Number: N/A
ﬂ A Sy D Phane Cisco SPA-303 Desk Phone
Status
Order in Progress
Check Pragress

This device has not becfe yet

Setup & Assgn  Or | & Convert to Common Phone
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Unassign a Hot Desk Phone

You can unassign a hot desk phone to remove it from
hot desking use, and return it to the list of unassigned
devices.

To unassign a hot desk phone:

1. Fromthe Admin Portal, select the Phone System
tab.

Click Phones & Devices.

Click the Common Area Phones tab.

Select a hot desk phone.

Under Phone Details, select Unassign Phone.

AL

The phone is returned to Unassigned phones.

Log out a Hot Desk Phone

You can log out the currently logged in user from the
hot desk phone.

To log out a hot desk phone:

1. Fromthe Admin Portal, select the Phone System
tab.

Click Phones & Devices.

Click the Common Area Phones tab.

Select one or more hot desk phones.

Click Logout.

AL

The currently logged in users are logged out from the
selected phones.

Ri ntral
Phone System Users Reports CallLog Billing Tools »
E Company Info User Phones Gommon Phones Paging Devices Shared Lines

3 Phone Numbers Search Common Phones O Status v | | Devies

O AutoReceptionist
[ Avallabliity Device Name

0 Group(s) 0\: ]
2t 0 Other(s)
@ Phones & Davices
Total: 1

Polycom VVX410

®

RingCentral

PEUTNIL TN @ Dave | (650) 555001264101 GetHelp | Log Out

L & B
~+ Add Device

Unassigned

~  Phone Number Serlal No.

Common Phene Polycom VVX...  (650) 446-5654 NA

Show: 25 v <1
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Set the Hot Desking Session Timeout

The hot desking session timeout specifies the time
period when guest users will be logged out from phone
endpoints. The default session timeout is 12 hours.

No Timeout

Certain enterprises with a mobile workforce may use
the ‘Never’ value for the timeout to configure that all
hot desk sessions in the account will not timeout. When
using this option, the hot desk session can only be
logged out by a user from the phone.

To set session time out for all hot desk phones on the
system:

1. Fromthe Admin Portal, select the Tools tab.
2. Select Hot Desk Session Timeout.
3. Set the session timeout from the menu.

To configure no timeouts, select the Never value.

4. Click Save.

RingCentral

Phons System Users Reports Call Log Billing

E Company Info

\:E FPhone Numbers

Edit Business Hours

Q Auto-Receptionist

RingCentral

Tools

| Meetings

Archiver
Appearance
Audit Trail

Session Timeout

9 Hot Desk Session Timeout

5 Group(s) Tutorials
2 Other(s)

Hot Desk Session Timeout

0 Hot Desk user logout after

12 hours r

O

Single Sign-on

Directory Integration

App Gallery

Developer Portal

| HIPAA Setting

| Multi-Site Settings
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Assisted Provisioning

You can provision supported third-party devices with
your service. To learn more about phone provisioning,
click here.From the Admin Portal, select the Phone
System tab.

5.

6.
7.
8

Click Phones & Devices.

Select the device that needs to be provisioned.

Click Setup and Provision.

Select your phone model. If you have selected:

a. Cisco/Linksys IP Devices: select the phone
model from the menu and click Next. Proceed
with the steps described in the wizard.

b.Polycom IP Phones: select the phone model
from the menu and click Next. Proceed with
the steps described in the wizard.

c.Yealink IP Phone: select the phone model from
the menu and click Next. Proceed with the
steps described in the wizard.

d.Other Phone: click Next. The next window
displays the SIP Configuration or information
needed for manual provisioning. Contact your
manufacturer to know how to configure your
phone using these configurations.

RingCentral

Assisted provisioning - Step 1

In addition to the devices RingCentral sells pre-provisioned, RingCentral supports assisbed provisioning for additional
models. If your modal i not evailable via sssisted provisioning, RingCentral may have documented how 1o manually
configure iL Please see the office devices page for more Infiormaltion.

Select your phone model to begin:

() Cisco/ Linksys IP Devica Select Phona Maodal

() Potyeom IP Phons Salect Phona Maodel

(®) Yealnk P Phone Yealink SIP-T21P Basic IP Phone v|
{0 Other Phane

I CED
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User Management

This section describes user settings actions that only
admins can perform.

View Users with Extensions

View your users and their extension information as well
as any unassigned extensions on your account:

1.
2.

From the Admin Portal, select the Users tab.
Click Users with Extensions to view the users on
your account.

Select a user.

View or edit the settings for the selected user.
See the RingCentral Office User Guide for more
information about user settings.

View Unassigned Extensions

View unassigned extensions, assign an extension to a
user, or delete an unused extension.

1.
2.

From the Admin Portal, select the Users tab.
Click Unassigned Extensions to view the
unassigned extensions on your account.

Select an extension.

a. Enter information about the user that the
extension will be assigned to. Click Save and
Enable to add the user to your phone system.

b.Click Delete to delete the extension.

The user interface shown is for accounts with two or more
users. Accounts with one user will see a different interface.

Ri‘ngCentral’o

Total: 5

RingCentral o

RingCentral

LGB B @ Dave | (650)254-0170 Ext. 101 GetHelp | Log Out

Admin Portal v -]

Phone System Users Reports Call Log eBilling Tools »

| @ Userlist

& Roles

) Templates 0

Users With i L

Search Users

Name
Ext. with Cisco SPA-303 Desk Phone
Ext. with Cisco SPA-303 Desk Phone
Ext. with Cisco SPA-303 Desk Phone
Ext. with Cisco SPA-303 Desk Phone
Ext. with Existing device

Ext with Existing Phone

Ext with no device assigned

Ext with RingCentral for Desktop
Ext with RingCentral for Desktop

Ext with RingCentral for Desktop

Total users: 10

a

~  Serial

Phone System Users Reports Call Log Billing Tools »
| @ User list Users §nh i L
& Roles Search Users Q | Status ~ || Roles -
Department  ~

@ User groups
@ Delete  « Enable X Disable £ ResendInvite [ Apply Templates

@ Templates O  Status Name v~ Number Ext. Roles Department

0 0o ® Bob Miller (205) 538-0122 104 Manager Quality Assurance
o @ Debbie Smith 105 User Admin
o John Smith .. (205) 538-0301 150 Super Admin

o @ SamSmith  (650) 682-1372 103 Standard (Int...  Customer Service
o ®© Sandra Bro...  (205) 538-3967 102 Standard (Int

Number

(650)257-8526
(650)257-8542
(650)472-4072
(650)472-4082
(720)388-7581

(206) 257-7061

(205)588-2144
(205) 623-6902

(205) 5458123

Extensions per page

Dave | (206) 453-1978 Ext 101

+ Add User
Msg.
010
010
010
Show

GetHelp

&

o
oCo

+ Add User

S B

P
oS

4 Download User List

| Log Out

i


http://netstorage.ringcentral.com/guides/office_user_guide.pdf
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Add Users with Phone Devices

To add users with phone devices:

1.
2.
3.

Nowo

From the Admin Portal, select the Users tab.
Click the Add User (+) icon.

A pop-up window will appear with steps for
adding your extension.

Select Domestic or International as the location
for your new user. If you'd like to add an
International phone number, select a country
from the drop-down menu.

Click Next.

Select Add Users with Phones.

Choose the number of users you’d like to add, the
phone numbers you'd like to add for them, and
the phones you'd like to add.

Follow the prompts for your shipping address
and billing information then review and submit
your order.

RingCentra!"’@

Phone System

’ @ userlist
& Roles

@ User groups

@ Templates

RingCentral

LN SR S @ Dave | (650) 254-0170 Ext 101 GetHelp | Log Out

- o
Users Reports Call Log Billing Tools » b & B
Users With E i U igned E
Search Users Q Status v Roles ~ 9 + Add User 4 Download User List
Department M
© Delste v Enable X Dissble £ Resend Invite [ Apply Templates
Status Name ~  Number Ext. Roles Messages
/] Donald Harrison (205) 419-0268 104 Standard (Internation... 3/3
) G Add Users x
) Jane S 1 Location 2 Add Users 3 Shipping Address 4 Confirmation
[ John § Select a Location
® N ® Domestic @ Intemational
Total users: 12 Cancel
Add Users x
2AddUses 3 Shipping Address 4 Cost Canter Codes 5 Confirmation
0 Add Users With Phones Add Users Without Phones
Account Status:
Your Plan: 20 - 99 Users - Need mowe? Call Saies 1-800-620-3678 and 1-925-301-8200
Paid users already setup: 2
Paid users not yet setup: 18
Users available for purchase & setup: 79
You can add multipls users at a time if they wil all use the same arsa cod
Numbar of Users State Area Code Device
0 1 Select v Select Select a Device. . »
Number of Users  Arsa Code v Device Phone Charges

2 530 - Quincy (Edit)  Polycom VVX-310 Gigabit E1... (Edit) $338.00 (2 X $169.00) - one-time
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Add Users without Phones

To add users without a phone assigned:
n‘?ng(:entm’ LULATLY ST @ Dave | (650) 254-0170 Ext. 101 GetHelp | Log Out
1. Fromthe Admin Portal, select the Users tab. 0

2. Click the Add User (+) icon. Phone System Users Reports Call Log Billing Tools » b & B
3. Apop-up window will appear with steps for oo i e —
adding your extension. ’ @ sl
4' SeIeCt DomeStIC or Inter’na;tlonal as the |Ocat|on Search Users Q Status v Roles v 9 + Add User 4 Download User List
for your new user. If you'd like to add an A Foe
International phone number, select a country Department
5 glonl](t\rl]e clrop-down menu. @ User groups W Delete v Enable X Disable £ ResendInvite [ Apply Templates
. ick Next.
6. Select Add Use rS without Phones. Status Name v Number Ext. Roles Messages
7. Choose the number of users you'd like to add and E) Borpoe ° Donald Hartison (205) 410-0258 104 Standard (nemation... 3/3
the phone numbers you'd like to add for them. o . o N
8. Follow the prompts for your shipping address
and billing information then review and submit © Jane 8 l=im Aftlrn Ofipmaten  OGHETD
your order. o Johns{  siecta Locaton
Note: Users without phones can receive caller ID only ° N @ fmesie o e o
on incoming calls, while users with phones can also N
. otal users: Cancel Next
receive called ID on outbound calls.
Add Users x
Location Users 3 Shipping Address 4 Cost Center Codes 5 Confirmation
Add Users With Phones Add Users Without Phones.
Account Status:
Your Plan: 20 - 99 Users - Need more? Call Sales 1-800-820-3676 and 1-925-301-8209
Paid users already setup: 2
Paid users not yet setup: 18
Users available for purchase & setup: 79
You can add multiple users at a time if they will all use the same area code
0 1 Select v | Select v | SelectaDevice.. >

2 530 - Quincy (Edit)  Polycom VVX-310 Gigabit E1 . (Edit)  $338 00 (2 X $169 00) - one-time
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Manage Users and Extensions

In the Users List, you can manage users and extensions.

Export a User List

You can export a list of users and extensions in
Microsoft Excel file format. You can use this feature to
create a company directory or to perform an audit of
users.

1.
2.

From the Admin Portal, select the Users tab.
To download a list of users and extensions for
audit, click Download User List.

View the file in Microsoft Excel.

RingCentral o

Phone System

Reports

@ Userlist

Holes Search Users

Department ~

B Templates

Users With Extensions

Call Log

v

George Mc Lennon

John Smith (Super Admin)

Status Name

(] Donald Harrison
©

] Jane Smith

(]

[-] New Useri

Billing

LOLTUNELGE IR A @ John | (650) 530-0164 Ext 101

Unassigned Extensions

Tools »

Q Status v Roles
Number Ext. Roles
(205) 419-0268 104 Standard (Internation...
(205) 406-0306 103 Standard (Internation...
(650) 206-0147 102 Standard Internation. ..
(205) 419-0285 101 Super Admin
(650) 491-0152 401 Standard (Internation...

3

62816311006-20171010.ds [Compilibility Mode] - Excel

v + Add User

RingCentral

GetHelp | Log Out

& B

L Download User List

Messages

3/3

Home Insert Page Layout Formulas Data Review View Nitro Pro 10 ACROBAT . T,
5 <
= - - -|| [f2 Conditional Formatting ~ = &= Insert ~ - 4T
D % Arial <12 By General e g & -1
By - $ - % » [EPFormatasTable - &% Delete ~ - 0-

Paste - Bll. 5 = o

: B IU-|H-[3-A w0 2 2 Cell Styles - [f1Format- & -
Clipboard T Font ~ Alignment Ml Number T~ Styles Cells Editing ~
B4 = fe 62934108006 &

A B | < | D E | F | G | H | ! -
3 | Mailbox 1D \ First Name Last Name Roles Email Mobile Phone Department Extension D
4 | |52934108006 |4 Miller Manager dave richards @ex Quality Assurance 104
5 | 752034108006 “Bob Miller Manager dave richards@ex; Quality Assurance (104
5 | (62934108006 Bob Miller Manager dave richards @ex Quality Assurance 104
7 | (62979221006 Debbie Smith User Admin dave richards @ex 105
8 | f62816311006 John Smith Super Admin dave richards@ex; 150
9 | (62816311006 John Smith Super Admin dave richards @ex 150
10 | (62816311006 John Smith Super Admin dave richards@ex: 150
11 f62816311006 John Smith Super Admin dave richards@ex; 150
12| 62914834006 Sam Smith Standard (Internat i il Customer Service [103
13 | (62912830006 Sandra Brown standard (Intemat1da\fe richards@ex% 102 -

Sheet1 @ <] »

Select destination and press ENTER or choose Paste i M ——h+—4+ 70%
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Bulk Edit User Information
You can efficiently make changes for multiple usersina RingCentral’ LEEETR @ somisosaootesex 101 Gatkels | Log Oul
single action. You export a template and add your user ?

Phone System Users Reports Call Log Billing Tools » % IEid

information into the template for import to
RingCentral.

| @ User list Users With Extensions Unassigned Extensions

This feature is available for accounts with two or more
users, and is not available to accounts that are using o e Search Users o || sums v Roks ||+ Add User @m.aadet i
Active Directory.

| # Edit User Information ‘

Department  ~ Edit User Information B
To edit user information in bulk: ER
Status Name You have 4 Users to edit. pages

1. Fromthe Admin Portal, select the Users tab.

. . . ] Donald Harriso: If you already have a filled out template please proceed to Step 3.
2. Click Edit User Information. ot e

. . tep 1: Get Template
3. Click Download or enter an email address and oo | o [ o e -

click Send.

Step 2: Fill Out Template

4. Fill out the template with the user information. brm
5. Click Browse and upload the user file. b e S s] sop3: Uplosa e
P o |H-0-A- m=E( B 94

6. Confirm that you will overwrite all the user data. 1 Browse

Clipboard Font M Alignment.

Cancel

Edit User Information - Confirmation

You are about to make changes for all users in the file. This will overwrite
current values. Are you sure you want to proceed?

RingCentral texto-speech name *  Lontact Fone
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Managing Active User Extensions

A virtual extension is a user extension without an
assigned digital line. It becomes an Active User
Extension if it makes/receives ten or more calls per
month (billing cycle). For more information on
managing usage of Active User Extensions, see Billing.

Avirtual extension allows you to make limited
outbound calls and provides access to many of the same
features as a RingCentral digital line including the
RingCentral Phone app, RingCentral Glip, RingCentral
Meetings, integrations and more. By converting a
virtual extension to a digital line, you can get full access
to RingCentral Phone or a desk phone for a similar price
as an active extension.

Convert a Virtual Extension to a Digital Line
To convert a virtual extension to a digital line:

From the Admin Portal, select the Users tab.

Select a user to convert with a direct inward

dialing (DID) number but without a digital line.

Click Phones & Numbers.

Click Phones.

Click Add Phone.

In the Buy User Phone wizard:

a. Select a phone for the user on the Buy Phones
screen (this phone may be either a softphone or
a physical phone).

b.Click Existing Number on the Select Number
screen. Select the DID (number) from the user
you are trying to convert.

c.Complete the wizard.

N

ok w

Note: on the checkout screen, you will see a charge for
the digital line, and a credit for the DID. You will not see
a credit for virtual extensions that are Active User

Extensions, as those are post-billed.

RingCentiral
Phone System Users Reports Call Log Billing
Users With Extensions Unassigned Extensions
@ Userlist
Search Users Q Status
&8 Roles
Department ~
@ User groups W Delete v Enable X Disable
Status Name ~  Number
Templates e
@ pl 9 © Donald Harrison Donald Harrison
(-] George Mc Lenno Ext 103
(] Jane Smith
v User Details
] John Smith (Supe:

] New Usert o Phones & N@S
Phones

Total users: 12 Numbers

> Resend Invite

®

RingCentral

LTS R @ Dave | (650) 254-0170 Ext 101 GetHelp | Log Qut

Tools = .,(3., Q:, =3

Roles v + Add User L Download User List

= Apply Templates

Ext. Roles Messages

Outbound Calls/Faxes

0 -+ Add Phone © Presence g Intercom | (O

@

+ Location ~ Buy Phones

Please assign Existing or New numbers to selected devices

@ Existing Number New Number

State Area Code

Select v Select

@ Device

a RingCentral for Desktop

3 Numbers

Pheone Number

Buy User Phone X

4 Emergency Address 5 Shipping Address 6 Confirmation

¥ | D Existing Numbers Left

Number Type

(205) 605-8663 Existing
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Call Forwarding for an Unreachable Phone

Manage the rerouting of inbound calls when an Internet outage occurs.
This feature is for situations where most installed phones are desktop
phones and there is little-to-no access via mobile or soft phones. When
triggered, the call will be handled by the forwarded extension’s Call
Handling & Message rules like voicemail. Once Internet service is restored,
the incoming calls will automatically resume to ring the user endpoint
phone as usual.

Feature Activation

e By default, Call Forwarding for Unreachable Phone is not
available for configuration in your online account. Contact
RingCentral Support to turn on this feature in your account.

e Once activated for your account, you must be an administrator
to enable and configure Call Forwarding for Unreachable Phone.

e The feature is disabled when the Notify my Desktop App or
Smartphone features are enabled.

Use Call Forwarding for Unreachable Phone with these extensions or
groups:
e Individual user extensions that have desk phones and/or
RingCentral Phone with a digital line.
e Virtual extensions with call forwarding to desk phones and/or
RingCentral Desktop with a digital line.
e AShared Line group

RingCentral

The feature is available in Call Handling for:
e Business Hours
e After Hours
e Advanced Rules

Call Forward destinations can only be one of the following:
e Another extension in the account
e An external public switched telephone network destination.

Guidelines for individual users:

e Mobile and RingCentral Desktop notifications must be turned
OFF.

e The user must specify at least one (1) desk phone or digital line
set in Call Handling.

e User must not have a public switched telephone network
destination specified in Call Forwarding.

e |f the user has multiple desk phones and RingCentral digital lines,
all of them must be unreachable to trigger this call forwarding
feature.

e |f avirtual extension has forwarded to other user digital lines,
then call forward is triggered only if all the forwarded endpoints
are unreachable.

Note: When guidelines are not met, error messages may appear. If you
encounter error messages, see this Knowledge Base article for solutions.


https://success.ringcentral.com/articles/RC_Knowledge_Article/9301
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Configuring Call Forwarding for Unreachable
Phone Ri"gce"tmle EYLTORDUS I @ Dave | (650) 555-0012 Bt 101 GetHelp | Log Out
You can configure Call Forwarding for Unreachable o N —— o B

Phone through your online account.

Call Handling & Forwarding
1. Logintoyour RingCentral online account. | @ usertist TR D EEEs
2. From the Admin Portal, select the Users tab. e | e I
3. Select aparticular User. £ Roks B Incoming Calls Forvard i i Order [ ] | Dooniosd User et
4. Click Call Handling & Forwarding. Depatment - Seaenialy v | © + Ag Cal Ferwaring Phone
5. Edit Call Forward for Unreachable Phone. S e e
The Call Forward for Unreachable Phone pop-up BD) rompis O Swus Name o o O Adve fmafor© Hame Humer
appears. O @  AbyBom M e
6. Setthe Call Redirection slider button to On. e e v I B 7| MrDesktpApa..  NA
7. Choose a Call Forward destination. 50 2 @) | cRwmses  v| vmesminCees. (6005w
a. Extension: for an Extension, click the button OD @ Chleles 3 (D [enmprmses 7| Home e ——
next to the User or Extension to which you O ®  DweRchi . prempra— - Prone Number
want the call forwarded. You can also find the 5 dRngsrneses 7| v Prons umber
name of a User or Extension by entering the e
User name or Extension in the Search field and o
enter All Departments. =
b.Other Number: For an Other Number, enter e .
the destination phone number in the Phone “.D:::;‘“;m
Number field. - woemre
8. Click Save. , —
St e © Extension ® Other Number

Phone Number

ey

e
Sugpan R M a2 ks
™
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User Settings
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User Settings

Admins can edit the following user settings:
e User Details
e Phones & Numbers
e Screening, Greeting & Hold Music
e Call Handling & Forwarding
e Messages & Notifications
e Outbound Caller ID
e Outbound Fax Settings

Learn more about each of these settings in the
RingCentral Office User Guide.

Administrators access and edit settings through the
Users panel.

1. Fromthe Admin Portal, select the Users tab.
2. Select auser.
3. Ontheuser settings pane,
e Select the extension, for example, Ext. 105,
then the category to edit.
4. Ontheuser settings pane,
e Select Outbound Calls/Faxes, then the
category to edit.

RingCentr,

Phone System Users

| @) userlist

& Roles

@) uUser groups

@ Templates

RingCentral

@ Dave | (650) 555-0012 Exd. 101 GetHelp | LogOut

Reports Call Log Billing Tools t. =
Users With Extensions. Unassigned Extensions
Search Users Q Status ~ Roles M + AddUser | | . Download User List
Department v

W Delete « Enable % Disable

=  Status Name

(S Audrey Guglinelli
0o @ Joe Stephens

o e Joellen Brown
o0 @ Matthew Smith
¢ ® Sam Smith

7 Resend Invite = Apply Templates

S@th

Ext’105 Outbound Calls/Faxes Ext 105 Outbound Calls/Faxes
~ User Details ~ GCaller ID
~~ Phones & Numbers ~~ Fax Settings

~~ Screening, Greeting & Hold Music

~ Call Handling & Forwarding

~ Messages & Notifications

®


http://netstorage.ringcentral.com/guides/office_user_guide.pdf
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User Details

Click on User Details to view and edit the selected
user’s information. From this menu, you can edit the
role assigned to a user, as well as a user’s extension,
name, recording, phone numbers, email address,
department, hours, password, and regional settings.

RingCentral

X X
Bob Miller Bob Miller
Ext. 104 Outbound Calls/Faxes Ext. 104 Outbound Calls/Faxes
.A User Details . A User Details
General Settings & Permissions General Settings & Permissions
First Name Record User Name (O Regional Settings User Hours
Bob Bob Miller (Default) GMT-08:00, English (U.S.) Custom
Edit Edit Edit
Last Name
Miller Roles @ User Groups
Manager Call Queue 1, sales group 1
Extension Number Department
Edit Edit
104 Quality Assurance
Template Schedule Meetings for Me
Contact Phone (& Mobile Phone Apply 0 users selected
Edit
Email Status
bob. miller@example. com Enabled
Disable

[« Use emailto login @

Verify Email Uniqueness

Password

Change Password

[ Yes, | would like to receive information on product education, training materials, etc

Cancel
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Phones & Numbers

X
. John Smith

Ext. 150 Outbound Calls/Faxes

Click Phones & Numbers to view and edit the selected
user’s phone numbers and phone settings. You can add
adirect number for this user, add a phone, download/

activate apps, change presence and intercom settings,

and view and edit conference settings.

~ User Details Super Admin @

- Phones & Numbers

Numbers Phones
—+ Add Direct Number
Number v Type
(208) 337-3083 Direct
(860) 446-0747 Direct

X
. John Smith

Ext 150 Qutbound Calls/Faxes
~ User Details Super Admin @

-~ Phones & Numbers

Numbers Phaones
-+ Add Phone © Presence g Intercom (@
Phone Nickname v Phone Type Number
John Smith Polycom VWX-311 Gigabit Polycom VWX311 (650) 682-0533

Cisco SPA-122 ATA Existing Phone (205) 538-0301
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Screening, Greeting & Hold Music

. ~ Screening, Greeting & Hold Music . A Screening, Greeting & Hold Music
. . . . .
Click Screening, Greeting & Hold Music to view and
ed|t the selected user’s greeting Ca” screening Options User Hours After Hours Blocked Calls User Hours After Hours Blocked Calls
’ ’
connecting message, audio while connecting, hold Vo Gresting ot sereoning O stk onton &
r'nusicy and blocked ca” set“ngs_ O Enable © Enable Specific calls and faxes v
Connecting Message @ Audio While Connecting ® Only block these numbers or area codes
@ Enable @ Enable
Phone Numbers or Area Codes Name (Optional)
Custom Music: Acoustic
» 00:00/00:00 o)) e » 00:00/ 00:00 o)) e Callers will hear
I'm sorry. The number you dialed can not be reached from your calling area. Goodbye.
Edit Music or Ringtone callers will hear while
connecting 4 00:00/00:00 ) enmm—
Edit Eat
Hold Music @
@ Enable Block calls with no caller ID
Music: Acoustic Block option
» 00:00/00:00 o)) emmm—m— None v

Edit
Block calls from pay phones
@ Enable block calls from pay phones

Callers will hear

I'm sorry, the number you dialed cannot accept calls from payphones at this time. Please try your call again
later. Goodbye.

» 00-00/ 00:00 1)) —

Edit
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Call Handling & Forwarding

Click Call Handling & Forwarding to view and edit the
selected user’s call handling, call forwarding, ring group,
additional phones, ring pattern, incoming call, and call
flip settings.Setting Call Forwarding on the Phone
Hardware

You can enable and disable call forward options on

some equipment, such as Polycom® VVX® phones. The
ability to ability to enable call forwarding on the phone
hardware must be enabled in your account. Some
limitations apply:

e If the call forward is configured on the phone
hardware, the forwarding will not be indicated in
the RingCentral system.

e The Call Forward on Busy menu option is not
supported.

e The Call Forward selection on the phone setup
between multiple devices is restricted to run only
three times.

e A 911 call back, if received on the user’s phone with
Call Forward enabled is forwarded to the
destination.

Messages and Notifications

Click Messages & Notifications to view and edit the
selected user’s voicemail settings, voicemail greeting,
message recipient, messages, and notification settings.

./\ Call Handling & Forwarding

User Hours After Hours Advanced

Incoming Calls Forward in this Order

+s+ Sequentially v | @

&) Create Ring Group ® Ungroup

[J Order Active RingFor @

N ¢
1 () 1Ring /5 Secs
B0 2 @  4Rings/20Secs
503 @  4Rings/20Secs
4 4 Rings / 20 Secs
5 4 Rings / 20 Secs
5 4 Rings / 20 Secs

.f\ Messages & Notifications

User Hours After Hours Settings

Take Messages

¥ Enable

Voicemail Greeting
Default

> 00:00/00:00 o)) smm—

Edit

Setlings

-+ Add Call Forwarding Phone

Name

Admin's Desktop App

v My Desktop App & .

v | Bob Miller Cisco SP

v | Bob Miller VVX-311

¥ Home
¥ Mobile
v Work

Message Recipient
Ext. 104, This extension

Select Extension

Number

N

A

NIA

(205) 538-2244

(205) 538-0122

Phone Number

Phone Number

Phone Number

RingCentral
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Outbound Calls/Faxes

In the user settings pane, click the Outbound Calls/
Faxes tab to configure settings for caller ID and fax.

Outbound Caller ID

Click Caller ID to view and edit the selected user’s
outbound caller ID numbers.

~ Caller D

Decide what phone number you want to display as your Caller 1D number for outgoing calls. (3

By Phone

Desktop App
(866) 200-8330 - Main Number

Edit

Bob Miller Cisco SPA-122 ATA

(866) 200-8330 - Main Number

Edit

By Feature

RingOut from Web
(866) 200-8330 - Main Number

Edit

Call Flip

(866) 200-8330 - Main Number
Edit

Additional Desktop App

(866) 200-8330 - Main Number
Edit

Alternate Caller ID

Mot-specified

Edit

Internal calls

# Display my extension number for internal calls. (0

Bob Miller VVX-311
(866) 200-8330 - Main Number

Edit

RingMe {Outgoing to Caller)
(866) 200-8330 - Main Number

Edit

Fax Number

(866) 200-8330 - Main Number
Edit

Common Phone

(866) 200-8330 - Main Number

Edit

RingCentral
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Outbound Fax Settings

Click Fax Settings to view and edit the selected user’s '“ Fax Settings
fax cover page settings and fax via email settings.

Cover Page Info

This information will be printed on your fax cover page

Company

Street Address

e.g. 120 1st St SW

City

.0. Alabaster

Zip Code

e.g. 35007

Fax Number
(866) 200-3330 - Main Number

Edit

Faxes Sent via Email

Country

United States

Apartment | Suite #

£.0. App. 25

State/Province

Select State/Province

Cover Page

Contempo

Select

RingCentral

To enable sending faxes via email from additional email addresses, enter them here. To send a fax via

email, send the fax via faxnumber@rcfax.com.

Omit cover page when email subject is blank (@

© On ® Of

Email Addresses

Email addresses permitted to send faxes

user@mycompany.com
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Roles and Permissions
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Manage Roles and Permissions

Roles and permissions enforce your company security
policy by providing a flexible, role-based access to your
RingCentral phone system. You can delegate access to
certain areas without giving full admin access, or by
retaining control over certain areas. You can use
templates and bulk upload options to efficiently apply
roles among users across an organization.

Predefined Roles

You can grant access privileges by assigning users one
of the seven predefined roles:

e Super Admin: Complete system administrator level
access

¢ Phone System Admin: Phone System settings
access plus full access to user level settings

¢ Billing Admin: Full access to billing functions, user
level settings, international dialing, plus analytics
features

o User Admin: Full access to user administration (self
and others), international dialing, and system
features/apps

e Manager: Provide users with all capabilities of
Standard (International) along with access to key
functions such as Reports and Company Call Log

« Standard (International): Full access to user level
settings, access to features plus international
dialing

e Standard: Full access to user level settings, access
to features and no international dialing

Note: Predefined roles cannot be modified.
Custom Roles*

You can create custom roles to meet your business
needs. When creating a custom role you select an
existing role as a starting point, and select permissions
to be assigned to the role. To create a custom role, click
New Role.

*This feature is available for Office Premium and Ultimate
only.

RingCentral
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Manage Permissions in Multi-Site Accounts

RingCentral Multi-Site support allows you to provision
independent account configurations for your individual
sites, to enable you to uniquely register and manage
each site from your account.

Show All | Show Selected (1)

When assigning an administrative role to a user, you

. « e . = Name
need to define the “role domain” if there are sites
created in the account. The role domain contains one or 0 John Smith
more sites in which the user has the assigned admin Dave Richa..

permissions.

Example: If a useris assigned with a role of “user admin”
with a role scope of Belmont and Denver sites, the user
can only perform user administrative actions for those
two sites and all the assets within those sites.

Q) Super Admin
® Phone System Admin
(O Standard (Intemational)
) Billng Admin

Q) User Admn

O Standard

O Some Admin

© Managsr

Rola Domain

Q) Comparry

@ Sitels)  Edit Sites (2 selacted)

RingCentral

Assign users to role

Reles Department Site Role Domain

Standard Company

Standard (Intema Company ’ Califonia Shop, Canada Toro... ~

O Comnpany

@ Sites

[0 Belmont Office
B4 Califonia Shop

B4 Canada Toronto

Administered Sites
User: Ed Wassner  Role: Phone System Admin

Search Q

Description Show All ~ Show Selected (2)

Full phone system access ples Standand

W Site

Permissions Belmont Office

Ganeral Califonia Shop

Dvenview, Messages, Contacts, Standard
Usar Sattings Canada Toronto

Call Handling & Forwarding

Messages & Netiestions Denvor Office

Outbound Caller ID
East Coast Regional Center
Outbound Fax Settings
Phones & Numbers
Warehouse Florida
Screening, Greating & Hokd Music
User Info
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Assign Usersto a Role

To assign users to a role:From the Admin Portal, select RingCentral ciaiatocrar = [P
the Users tab.
1' CIle ROIeS. Phone System Users Reports Call Log Billing Tools v L B
2. Select one of the roles to assign users.
3' CIle the Assign Users tab tO VieW the users @ User st Roles give admins the ability 1o control what users can do within the system. A role is a collection of permissions which could be based on a job function. Standard

International is assigned to new users by default.

currently assigned to the selected role. B . R
4. Click Assign User. €M
5.

A list of users and their currently assigned roles is Fole Name « Type of Rcle Description

displayed. =l Billing Admin Predefined Provide users with all capabilities of Standard (...
6. Se'lect the. users to assign to the role. prasetnes s oo o S

7. Click Assign. } ‘ - ,
Phone System Admin Predefined Phone System Admin provides ability to modify. ..
The users’ roles are assigned and displayed in the Users 0 Standerd Predefined Provide users full acosss 1o al their sefings & .
list assignments are displayed in the Users list. Standard (ntomational Predefined Provide users ull 26068 o altheir etings & ..
*The New Role option is available for Office Premium and Seperhamn Freaeines Super Admin provides sysem sdmnsuator .
Ultimate users Only User Admin Predefined Provide users with all capabilities of Standard (...

RingCentral’ © David | (850) 500164 Ext 101 GotHelp | Log Out
Phone System Users Reports Call Log Billing Tools = v B

Standard

~  Number Ext. Department
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Modify a User’s Role

You can modify a user’s role by editing the user’s page.

1.
2.

s w

From the Admin Portal, select the Users tab.
Click the user whose role you will modify. The
User details popup appears.

Click the Edit button next to Role.

Select therole.

Click Save.

RingCentral

RingCentral

Phone System Users

@ useriist

& Roles

-+ Add User + Download User List
@ Templates
Status Name
[} Bob Johnson
9 (] Charlie Wilson
(] David Richards (Super Admin)

Reports

Users With Extensions

Search Users

Call Log

Billing

Tools v

Unassigned Extensions

Q Status

Number

+44 (20) 12000004

(209) 736-0226

(205) 406-0306 ...

Admin Portal v

4 Roles .

Ext. Roles

104

103

101

< Back

User Details

Phones & Numbers

Screening, Greeting
& Hold Music

Call Handling &
Forwarding

Messages &

User Details

User Details: Change name, contact info, user hours,

password.
First Name:
Last Name:

Record User Name
Contact Phone:
Mobile Phone:
Email:

Department:

Roles: @

Phone System Admin

—
0- Edit
. :

Charlie Wilson (Ext. 103)

Charlie

‘Wilson

m
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Create aNew Role*
To create a new, custom role: RingCentral [PIPNEE A © Dsvid|(550)5300164 Ext 101 GetHielp | Log Out

1. Fromthe Admin Portal, select the Users tab. FhowSyeem | Uoke | Repos  Collog  bMng  Todkw L B
2. Click the Roles panel.
3. Click New Role.
4. Select aroleto use as a template, or starting Cree A o RS et ser SRt seris S s (emsonaly by et
point, then click Next. The Create New Role pop- Search Roles Q 0 + New Role
up appears. M"’ ok
5. Enter the Name and Description for the new o ame i e peacrpten
rOIe, then CIiCk Next. @ Templates Billing Admin Predefined Provide users with all capabilities of Standard ...
6. Set the permissions for the new role. Manager Predeined Provida users with al capabiiies of Sandard (.
7. Click CreateRole. Phone System Admin Predefined Phone System Admin provides ability to modily...
See also instructions on the following page. Standerd Fredefined FProvdo uoers il acseo 10 o hakr scktinge & .
Standard (Intemational) Predefined Provide users full access to all their settings & ...
*This option is available for Office Premium and Ultimate Super Aémin erodined Super Acknin provics systom admnsiator o,
Only. User Admin Predefined Provide users with all capabilities of Standard (...
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Step 1: Select Role

Create New Role
Select arole to use as a starting point. The permissions
included in the starting role are displayed. 1 Select Fole 2 Describe Role 3 Permissions

Select a role to use as a starting point

Step 2: Describe Role
Enter a Name for the role and a Description of the R pescrpton
permissions of the role.

) Phone System Admin . ) i . . .
Provide users with all capabilities of Standard (Intemational) along with ability

to manage billing, user mgmt functions & Reports
) Standard (International) g g g P

Billing Admin

& User Admin

Permissions
) Standard

General
) Manager

Overview, Messages, Call Log, Contacts, Standard User Toals

User Settings

Call Handling & Forwarding
Messages & Motifications
Outbound Caller ID

Outbound Fax Settings

Phones & Numbers

Screening, Greeting & Hold Music

User Info

Billing

Create New Role

v Select Role 2 Describe Role 3 Permissions

Name

Billing and Phone System Admin

Description

Provides access to billing settings, and limited phone system settings.
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Step 3: Permissions

RingCentral

Select permissions for the role by adding to or removing
permissions as required. Multi-Site permissions are
found in the bottom section which includes Site
Management and Sites Call Log. For more information
on Multi-Site support, see Multi-Site Settings.

Theroleis created and appears in the list on the Roles
panel. To assign users to the role, see “Assign Users to a
Role” on page 170..

Select permissions to be assigned to new role

rd

00 00 0O O @

m

Y

LY

@

(]

« Select Role

General

Overview, Messages, Call Log. Contacts, Standard User Tools

User Settings

Call Handling & Forwarding
Messages & Notifications
Qutbound Caller ID

Outbound Fax Settings

Phones & Numbers

Screening, Greeting & Hold Music

User Info

Phone System

Auto Receptionist
Company Numbers & Info
Groups

Phones & Devices

Create New Role

3 Permissions
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Setting a Default Role
g n‘?“ycentra’e @ Dave | (550) 555-0012 Bt 101 Get Help | Log Out

Phone System Users Reports v Call Log Billing Tools v L B

For ease of use, you can create a custom role and then

set that role as the default role assigned to all newly-

created users.

@ User list Roles give admins the ability to control what users can do within the system. A role is a collection of permissions which could be based on a job function
Standard (International) is assigned to new users by default.

If you do not set a default role, all newly-created users
are automatically set to the Standard (International) q.; Roles Search Roles a + New Role

rOI e. @ Role Name ~  Type of Role Description
User groups
1. Create your CUStom role. See “Create a NeW Billing Admin Predefined Billing functions plus Standard International and Manager functions.
R o | e*n onpa g e 1 72 Templates 0 Company Default Role Custom This custom role is assigned to all newly-created users.
2. Fromthe Admin Portal, click Users. Manager Predefined Company reporting functi plus Standard
3 ° C I IIC k Rohl es' I d Phone System Admin Predefined Full phone system access plus Standard International
4. mr r .
Se_ eCt t e CUSto 0 e you C eate Standard Predefined User level access without international dialing access.
5. Click the check box, Set as Default.
Standard (International) Predefined User level access with international dialing access.

Get Help | Log Out

RingCentral ® o s 555

Phone System Users Reports v Call Log Billing Tools v Q’ Gl
< Back Company Default Role # Edit
@ Name Description
Company Default Role This custom role is assigned to all newly-created users
Assigned Users Type of Role: Custom (D
0 Set as Default
Permissions
¥ General ~

| Overview, Messages, Contacts, Standard User Tools

<

User Settings ~

Ky

Call Handling & Forwarding

Ky

Messages & Nofifications

Outbound Caller ID

Ky

Ky

Outbound Fax Settings

Phones & Numbers

Ky

¥/ Screening, Greeting & Hold Music

User Info

Ky
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Manage User Groups*

A RingCentral User Group associates users based on
organization hierarchy. A group is managed by a user
group manager who accesses and modifies group
members' settings and view their call logs. The account
administrator controls who gets access to view or
create user groups.

The account administrator creates multiple groups as
required for your organization. A flat, non-nested group
structure is supported. Users may belong to multiple
groups. For example, for a director with two team
managers (and their team members), you might create
three user groups: one group for each of the team
managers, and an overall group for the director that
includes all reporting members.

When a user is assigned to be a user group manager, the
user automatically inherits certain permissions. These
permissions work in conjunction with the role assigned
to the user in the Roles section of user administration.
You must ensure that the primary role has the correct
permissions so that user access is controlled when the
user is given user group manager access.

* This feature is available for Office Premium and
Ultimate only.

®

RingCentral

RingCentral LELTMLEN PR @ Dave | (650) 555-0012 Bxt. 101 Get Help | Log Out
Phone System Users Reports Call Log Billing Tools « < =
@ User list A user group gives a group manager access to its members' settings and call logs.
Search Groups Q -+ New Group

& Roles

Name v Manager Description
@ User groups Call Center Operations Jan Smith Reporting and user settings for call center.

Customer Support John Anderson User settings and call log access for the customer support team.
Templates

Sales Operations Dave Richards Sales process and reporting.

Total: 3 Show: | 25 v <1 >
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User Group Management Tasks
The tasks involved in managing user groups include:

o Assigning Users to User Groups: the Templates
section in user management allows the account
administrator to streamline the assignment of users
to user groups. This assignment is performed in the
User Groups option in Templates. See “Templates”
on page 182.

¢ Viewing and modifying User Settings: the User
Settings sections, accessed from the User List in
user management, allows the user group manager
to view and modify the settings assigned to a
member of their group, including the roles and user
groups in the User Details section. See “Templates”
on page 182.

¢ Accessing Reports for your group members:
Office@Hand Reports help admins and user group
managers optimize the phone system by presenting
usage analysis and trending metrics in an easy-to-
read graphical format. When logged in as a user
group manager, you can see your group members’
data only. See “Reports” on page 191.
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Create a User Group
When you create a user group, you organize a group of RingCentral @ D= G50 BIONIBLI0T - GetHelp | Log Out
users by addlng members tO the grOUp an?l aSSI.gnlng a Phone System Users Reports Call Log Billing Tools &S B
group manager who can modify members’ settings and
view their call logs. The manager must have at least a
. . . @ User list A user group gives a group manager access to its members' settings and call logs.

User Admin role and permission to access the group
manager interface. For more information, see “Roles . Senren Grows - +Newerow
and Permissions” on page 167.. o  Manager Description

1. From the Admin Portal’ C“Ck the Users ta b. % User groups Call Center Operations Jan Smith Reporting and user settings for call center.

2. Click User GroupS. You Wi” See a Iist Of eXiSting . Customer Support John Anderson User settings and call log access for the customer support team.

. (A=] Templates
user grou p57 If a nY' Sales Operations Dave Richards Sales process and reporting.
3. Click Create (if no user groups exist), or click
NeW Group‘ . . Create User Group x

4. Enter aName and Description for the user group.

5 R C I ick Next, 1 Describe User Group 2 Add Members 3 Select Group Manager
Instructions continue on the following page. o Name

Sales Operationg|
Description

Sales process and reporting.

o 25 v <1 >
Cancel

L 4
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6. Add members to the user group. Search by
department or all departments, and check to
select the users.

Click Next.

Select a member of the user group to be the user
group manager. (The manager must be a member
of the user group).

9. Click Done.

© N

Theuser groupis created and a confirmation message is
displayed. The user group’s name and manager are
displayed in the User Groups view.

RingCentral

Create User Group

+ Describe User Group

Search Users Q All Departments

Show All | Show Selected (3)

- Name v Ext
« Dave Richards 101
« Jan Smith 102
« John Anderson 103
Total: 3 Show: | 25

2 Add Members 3 Select Group Manager

Roles

Super Admin

Standard (International)

Standard (International)

Department

Create User Group

~ Describe User Group

Search Users Q All Departments

~ Add Members 3 Select Group Manager

The group manager will have access to the settings and call logs of the group members.

Select Name ~  Ext
@® Dave Richards 101
Jan Smith 102

John Anderson 103

Total: 3 Show: | 25

Roles

Super Admin

Standard (International)

Standard (International)

Department

User Group Created

‘Congratulations! The user group, Sales Operations has been created
successfully.
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Edit a User Group

To edit or delete an existing user group: RingCentral © 0160 SIO0ZEAI0N Gethip | LogOu
1. From the Admin Portal, click the Users tab. Phone System  Users  Reports  Calllog  Biling  Tools v < B
2. Click User Groups.
3' SeIeCt an eXiSting group from the IiSt' @ User list A user group gives a group manager access to its members’ settings and call logs.
4. Onthe Overview page, click Edit to change the N R
. . Search Groups New Grouj
name or description of the user group. To change P a
the manager of the user group, click Change, Name « Manager Description
Se!eCt anew manager7 and CIJICk Done' % User groups Call Center Operations Jan Smith Reporting and user settings for call center.
5. Click Save to save the group’s changes. _
6_ On the Members page’ add to or remove @ S— Customer Support John Anderson User settings and call log access for the customer support team.
mem bers from the group as needed. TO add a osales Operations Dave Richards Sales process and reporting.
member click Add Member, select members to rom—— o
be added and Click Add ijcenfra' @ Dave| (B50) 555-0012 Bxt. 101 Get Help | Log Out
, .
To delete a user group, click Delete and confirm the G e Wil s s b i L
deletion. Deleting a group will result in members being
. < Back Sales Operations
removed from the group and the group manager losing
some privileges. I
Overview Name Description
Sales Operations Sales process and reporting.

0 Members Group Manager

Dave Richards | Ext 101

Change

Note: The group manager is entitled to access settings
and call logs of all group members

Delete Cancel &
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Templates*

RingCentral

LGSR RS @ Dave (550) 55500126 101 GetHelp | Log Out

. . . RingCentral’
RingCentral Templates will save you time and
repetitive manual effort by streamlining your Phone System  Users = Repor's  Galllog  Biling  Tools v L & B
administrative routine. There are two types of
templates, one for user settings and another for | @ usertit Users Wih Extensions ¢
specifying call handling rules. Create a template and
apply ittousers as you need. & Roles Search Users Q| | Status v | | Roles N + AddUser L Downlosd User List
Department v
Create a Template for User Settings @ veergoups
1. From the Admin Portal, click the Users tab. @@ Tempiates @  sots Name  ~  Number Bt Roles Department  Messages
2. Click Templates.
3. Click Add User Settings Template- ningcenfra' @ John | (866) 200-8330 Ext 150 GetHelp | Log Out
4. Enter aNew Template Name.
N Phone System Users Reporls hd Call Lﬁg Bll\mg Tools ~ H
5. Click Save. o .
*Not available for one-line accounts. @ User list User templates can be applied to multiple users at once
Search User Templates Q Type v o -+ Add User Settings Template
& Roles
@ Delete
@ User groups [ Name Type Last modified ~
0 FLOWERS INC User Settings 08/26/2017
@ Templates
0 Halloween Call Handling 09/2212017
®  Lunch Tima Add User Settings Template x
O Bastille day
Enter a descriptive name for your template
0 Columbus Day
0 New Template Name
O Sample

Customer Service

Biling

Business Dev Rep Template

Total: 11

Billing

Cancel

Show: 25 v <1 >
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6. Select atemplate from the left pane. You see

options you can set for this template in the right

panel, grouped into categories of settings for

Inbound and Outbound calling. For each group of

settings, you can specify whether the settings

override each users’ settings by checking

Override User Settings.

Configure Template Information settings.

a. New Template Name: Edit the name of your
template and see the last time it was modified
and when it was created.

Configure User Details settings.

a. Regional Settings: Specify regional settings for
users such as timezone and time format.

b.User Hours: Set user hours to 24 hours or

Specify hours.

c.Roles: Select the role to be applied to the users.
Roles give admins the ability to control what
users can do within the system. A roleis a
collection of permissions which could be based
on ajob function.

d.User Groups: Specify the user groups where
the user is to have membership.

e.Emergency Address: Provide a physical
address for First Responders.

f. Bandwidth Settings: To improve the quality of
your calls, you can set how much network
bandwidth to use for calls:
¢ High Bandwidth - gives you better sound

quality but calls can become choppy whenit's
not available.

e Low Bandwidth - gives you lower sound
quality but ensures no interruptions during
your conversation.

g.Receive Communications from RingCentral:
Select if users receive voicemail messages from

RingCentral on product education.

User lemplales can be applied to multiple users at once.
Search User Templates

@ﬂ Belote

Name

T} Business Dev Rep Template

Business Dev Rep Template

Inbound Outbound

“ Template Information

 User Details

“ Sereening, Greeting & Hold Music

s Call Handling & Forwarding

~~ Messages & Notifications

Delete Template

+ Add User Settings Template

Cancel

Billing

nbound

0 Template Information

New Template Name

Outbound

Billng

Last Modified

09/14/2017 at 2235 by John Smith

Created

09OT/2017 &t 18:37 by John Smith

Inbound

0 -+ Template Information

- User Details

Outbound

Regional Settings

GMT-08:00, English (U S.)

Edit

0 Ovemide User Setlings

Roles (O
Standard (International)

Edit

O Ovemide User Settings

RingCentral

User Hours

24 hours
Edit
Overmde User Settings
User Groups
None
Edn

Override User Setings
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9. Configure Screen, Greeting, and Hold Music

settings.
a. User Greeting: Turn on this option when you Biling X
want the system to answer the call with a
recorded welcome message so callers know
Inbound Outbound

they've reached the right person. This is not a
personal voicemail announcement.

b.Call Screening: Turn on this option when you
want callers to announce their name before

v Template Information

continuing to connect the call. This option lets  User Details
you identify the caller so you can pick up the
call immediately. After turning on this option, 0/\ Screening, Greeting & Hold Music

go to Call Handling & Forwarding > Settings >
Incoming Call Information to set your

User Greeting @ Call Screening @
preferences.
. ] Enable [l Enable
c.Connecting Message: Set a recorded message
| Override User Setti | Override User Setti
you want callers to hear to let them know the o vere Hsersetings ) erride Hser setings
call will now be transferred to your line. Connecting Message Audio While Connecting @
d.Audio While Connecting: Incoming callers will @ Enable @ Enable
hear the music selection thatis configured with Default Music: Acoustic
this setting. The music selection callers will . . 0000 /0000 <) , 200010000 )
hear when they are placed on hold can be setin
the Hold music selection. Note that the Audio Default Message: "Please hold while | try Music or Ringtone callers will hear while
. . . ’ . . to connect you." connecting
While Connecting setting is applied on a rule
basis, whereas the Hold Music setting is Edit Edit
applled for all calls. [J Override User Settings [ Override User Settings
e.Hold Music: Turn on this option when you want Hold Music @
callers to hear music whenever you put acall on 4 Enable
hold. - ,
Music: Acoustic
> 00:00 /0000 o)) mm—
Edit

(] Override User Settings
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10. Configure Call Handling and Forwarding

settings.
a. Desktop Apps & Smartphones: Specify Billing X
whether to notify your Desktop app(s) and
smartphone(s) before forwarding the incoming
Inbound Outbound

call to your desk phones and forwarding
numbers, and specify a wait time.
b.Incoming Call Information: Specify display and “ Template Information
announcements for incoming calls.
c.Outbound Caller ID: Choose phone number to
display as outbound caller ID for outgoing calls.
d.Outbound Fax: Specify settings for sending

~ User Details

outbound faxes, including cover page */ Screening, Greeting & Hold Music
information, and settings for faxes sent by

email. Configure Messages and Notifications @ Call Handling & Forwarding
Settings.

Desktop Apps & Smartphones

[ Notify my Desktop app and Smartphone (@

Wait Time

Select the time before forwarding begins

1 Ring /5 Secs v

] Override User Settings

Incoming Call Information

Displayed Incoming Caller ID
Edit

[J Override User Settings
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11. Configure Messages and Notifications settings.

a. Take Messages: Allow or deny users to take
voicemail messages; specify a default or
custom voicemail greeting.

b.Notifications: Choose how to be notified about
voicemail messages missed calls, fax
transmission results and received text
messages.

c.Voicemail Greetings: Specify a default
voicemail greeting.

Billing
Inbound Cutbound
~ Template Infermation
~  User Details
~ Screening, Greeting & Hold Music

~  Call Handling & Forwarding

0\ Messages & Notifications

Take Messages

# Enable

Voicemail Greeting

Default

» 00:00/ 00:00 of)) emm——

Edit

] Override User Settings

Delete Template

RingCentral

Notifications
Edit

] Owverride User Settings

Cancel



RingCentral Office | Admin Guide | Templates 188

12. Click the Outbound tab to configure settings for
outbound calls such as caller ID and fax settings.
a. Caller ID: Specify caller ID settings by phone or
by feature. If you select Toll-Free number or
Blocked as your Default Caller ID for any of
your endpoints/calling features, you can also
select an alternate local number to use in case
we detect that your call will not go through.
b.Fax Settings: Specify fax settings including fax
cover page information and settings for faxes
sent through email.
13. Click Save.

Customer Service

Inbound Outbound

~ Caller ID

Decide what phone number you want to display as your Caller ID number for outgoing calls. @

() Override User Setfings

By Phone

(866) 200-8330 - Main Number

Edit

By Feature

RingOut from Web
(866) 200-8330 - Main Number

Edit

Call Flip
(866) 200-8330 - Main Number

Edit

Internal calls

@ Display my extension number for internal calls. @

RingMe (Outgoing to Caller)
(866) 200-8330 - Main Number

Edit
Fax Number
(866) 200-8330 - Main Number

Edit

RingCentral

~ Fax Settings

Cover Page Info
This information will be printed on your fax cover page

() Override User Setfings

Company Country
Select Country v

Street Address Apartment [ Suite #

e.g 120 1st St SW eg App 25
City State/Province

e.g. Alabaster Select State/Province v
Zip Code

e g 35007
Fax Number Cover Page
(866) 200-8330 - Main Number None

Edit Select

Faxes Sent via Email

To enable sending faxes via email from additional email addresses, enter them here. To send a fax via
email, send the fax via faxnumber@rcfax.com

Omit cover page when email subject is blank

© On @ Off

Delete Template Cancel



RingCentral Office | Admin Guide | Templates 189

Create a Template for Call Handling Settings

© N

cunbkhwbdpE

From the Admin Portal, click the Users tab.
Click Templates.

Click Add Call Handling Template.

Enter a New Template Name.

Click Next.

Specify the caller ID or date conditions that will
trigger the application of this template.

Click Next.

Specify the action to take when incoming calls
match this rule.

Click Save.

RingCent

Phone System  Users

@ userist

& Roles

@ usergroups

RingCentral

@ John ~ | (866)200-8330 Ext. 150 & GetHelp | Log Out

Reports v Call Log Biling Tools v L

User templates can be applied fo multiple users at once

q@ Templates.

@D Caller ID
None

() Date and/or Time
None

Search User Templales Q|| Type ~ + Add User Setlings Template  #
+ Add Call Handling Template
@ Delete
O  Name Type Last modified ~
©  FLOWERSINC User Setlings 09/2612017
Add Call Handling Template x
1 Name Template 2 Define Conditions 3 Define Call Handiing

Enter a descriptive name for your template.

0 New Template Name

Weekend schedule

©  Business Dev Rep Template User Settings 00/0612017
Total: 11 Show. 25 v <>
Add Call Handling Template x

+ Name Template 2 Define Conditions 3 Define Call Handiing
v
v
Back
Add Call Handling Template x
« Name Template « Define Conditions 3 Define Call Handling

o&med action to take when incoming calls match this rule

© Foward Calls ©
® Take Messages Only @
© Play Announcement Only @

© Unconditional Ferwarding @

Take Messages

@ Enable

Voicemail Greating Message Recipient

Default @ This Extension @
> o000 /0000 4) © Specific Extension

Edit
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Apply a Template to Users

cunbkhwbdpE

From the Admin Portal, click the Users tab.
Select a number of users.

Click Apply Templates.

Select a template to apply.

Click Apply Template.

Click Yes to confirm that you are about to make
settings changes for all the selected user(s). This
will overwrite any configuration the user might
have done previously.

RingCentiral

Phone System Users

@ User list

& Roles

@ User groups

) Templates

.

RingCentral

@ John ~ | (866)200-8330 Ext 150 Admin Portal v GetHelp | Log Out

Reporis ~ Call Log Billing Tools ~
Users With U d Extensions
Search Users Q Status ~ Roles
Department ~
T Delete ~ Enable X Disable % Resend Invite = Apoly Templates
= Status  Name ~  Number Ext. Roles
¥ © Bab Miller (205) 538-0122. 104 Manager
173 [ ] Debbie Smith 105 User Admin
Select Template
Search Q Type ~
Name v Type
All Saints Day Call Handling
Bastille day Call Handling
Billing User Settings
Lunch Time Call Handling
Sample User Settings
Xmas Patry User Settings

Total: 12

Department Msg.

Quality Assurance 0/

0/0

Show: | 25 v 1 >

Cancel

Apply Template

—+ Add User

Show:

L. 7

4 Download User List

26 v <1

®
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lee Re pO rtS R‘?ngcentra' @ Jonathan | (855) 731-7575 Ext. 101 Get Help | Log Out
RingCentral Live Reports provides access to a separate ot leee | Roports + P PN
section which allows building dashboards and reports e Renors

to show data on inbound and outbound calls in close to Live Reports

real-time. Users with administrative access can create
and customize reports based on metrics such as Service

; Dashboard-Jonathan ~ @ @ [ + Expand

Level, Call Volume, Agents Count, Agent Details, Queue
Monitor, Queue Details, and Queue Calls. Queue : Agents Count H Queue Calls H Call Volume
When you contact RingCentral to enable Live Reports O 2 2
for your account, users with admin privileges are O
granted access, and you can access a Live Reports Calls Waiing

. 00:00 1 Total Inbound Calls
menu item from the Reports menu. oo

ongest Wai
For more information on using Live Reports, see: v® 0w  ze N ; , L 0 0
Agents Available OnCall  Unavailable Queued LiveTak  On Hold Abandoned Voicemails

e |ive Reports User Guide

e RingCentral Live Reports: Overview

e Live Reports FAQ



https://success.ringcentral.com/articles/RC_Knowledge_Article/9217
https://netstorage.ringcentral.com/guides/live_reports_faqs.pdf
https://netstorage.ringcentral.com/guides/live_reports_user_guide.pdf
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Historical Reports

RingCentral Reports helps admins optimize the phone
system by presenting usage analysis and trending
metrics in an easy-to-read graphical format. You can
create reports for most of the call activity in your
company, such as, inbound and outbound call volume,
total calls, details on missed or answered calls, average
calls per day and time, and more.

e The Summary report provides an at-a-glance, high-
level usage overview of the entire phone system.
Use the metrics to assess the volume of incoming
and outgoing calls, or answered and missed calls,
then review your business hours to ensure they’re
consistent with caller patterns.

e The Queue Activity report summarizes call queue
activity and volume for historical activity. Review
the ratio of calls answered vs missed, call wait
times, and average talk time on a call, and fine-tune
your call queue responses accordingly.

The User Activity report summarizes inbound and
outbound call volume and usage for selected users
over aselected date range. Compare call volume
metrics with a user’s job performance or workload
to understand how to optimize the calls for best
results.

e The Phone Number report summarizes the call
activities of each purchased phone number over a
selected date range, so you can understand which
numbers receive the most calls, which numbers
result in the highest placement results, and which
calls are answered.

The Call Detail report (not available on mobile)
provides call log information, including caller ID,
destination, call duration, and call results, to allow
you to understand and control the usage of the
company’s phone system.

RingCentral

Phone System

Reports

SUMMARY

INBOUND

Hourly Call Activity

44

@ WECUND [ OUTEOUND # VOICEMAIL

RingCentral

@ Super| (B50) 5674721 Bxt. 101 Get Help | Log Out
Users Reports v Call Log Billing Tools » H L B
Historical Reports
Live Reporis
Default Last 30 Days GO E] E é &2
QUEUE ACTIVITY USER ACTIVITY PHOME NUMBER CALL DETAIL
: 163 181 70
75 414 0 o o

OUTBOUND INBOUND

ANSWERED

Inbound Voice Call Activity

s 70 5

-

I 'J M Y
VOICEMAIL o bl

auTEauND 01 Mar o Apr 01 May

MISSED VOICEMAIL

A ANSWERED W MISSED # VOICEMARL

|

N A

01 Jun 01 Jud 01 Aug M Sep

@ INBOUND | OUTBOUND




RingCentral Office | Admin Guide | Reports 194

Generate and Export Reports

You can generate custom reports by settings filters that

show the data you want. You can save Reports as a
custom report, or export reports for later analysis.

Create a custom report by setting the filters you want,
then selecting Go. Specify a fixed number of days, or a
custom date range. Date and time information comes
from the logged in user's regional settings. In the
detailed report screens, you can click Expand to set
more filters such as Call Type. Select the filters, and
click Apply.

e To save your custom report for future viewing,
select the Add View icon, and enter a name for the
custom view. When you click Save, the view is
added to the menu of available reports.

* To make changes to an existing report, select it from
the menu, change thefilters as needed, and click the
Save icon.

o To export areport, select the report you want to
export, click Go, and click the Export icon. The
report is exported as a Microsoft Excel file. To learn
more, click here.

Administrators can also view the report dashboard
from the RingCentral Phone app for iOS and Android.
See the RingCentral Phone App Guide for more details.

(See more reports on the following page.)

RingCentral

REngCenlral @ Super| (850) 587-4721 Ext. 101 Get Help | Log Out
Phone System Users Reports Call Log Billing Tools » L Y B
Reports Default Last 30 Days [ls] [E] E \é, 02
SUMMARY QUEUE ACTIVITY USER ACTIVITY PHONE NUMBER CALL DETAIL
Filters . EXPAND -
User Call Type
& Muitiple @an
1,431 18:28:29 o s wiEned ez e
y 128:
Users 10
Inbound Outbound
a a = Avg.
User = Total _— - o Calls/Day
= Total * Answered = Volcemall * Missed Bur < Total
Allen Test 667 a7 12 21 238 02:15:30 296 20:15:30 029
Charles Lin 5 5 2 1 2 00:03:00 0 00:00:00 0
1-20f2


http://success.ringcentral.com/articles/RC_Knowledge_Article/6960?priority=10&retURL=/apex/RCSupportPortalSearchNew&type=FAQ&id=kA280000000GwMVCA0&Title=Reports+OverviewopFeatures_10
http://netstorage.ringcentral.com/guides/mobile_app_guide.pdf
http://netstorage.ringcentral.com/guides/mobile_app_guide.pdf
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Reports for: User Activity, Queue Activity, Phone

Number, and Call Detail.

RingCentral’

0 iz g

Phone System Users. Reports call Log Billing Tools v B & B
Reports Detautt Last 30 Days el B E & R
pr— aueve AcTvTY useracTviTy ProNE NUMBER cau oeraL
Filers -
User CollType
© ke om
594
Avg. Calruser Avg.Call Durstion/User 15,745 3,453 ,610 0.
1431 romeaus 0 g wsseo —
Users. 0
Inbound outbound
. . <ave.
user - Toul . . Calls/Day
= Total < Answered. * Vioicemail ~ Missed. o * Total ol
Alon Tst o7 ani 12 2 I 2530 P 201530 02
Charesin B s 2 ' 2 0590 ° 00000 °
1202
RingCentral @ S| EATAEL 0 Gatbih |LogQue
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Reports Detaun st 30 Doy oD@ & =
summARY auEE ACTVITY usen acTvTY PHONE NUMBER cALLDETAL
Filters EXPAND
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@ wutcpie
Calle detaile 0
= Dialed Number = Total = Answered = Missed = Voicemail = Avg_ Galls/Day “fuo Cal
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16508674721 247 a1 ™ 3% 088 s
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Call Log Description

The Call Log reports oninbound and outbound calls and
faxes for the company number and specified
extensions. The Call Log is available as a Simple view
which concisely summarizes the calls, and as a Detailed
view, which shows additional call record details.

You can filter the call log records by number, time
period, call direction or type of call (inbound or
outbound). Select your filter criteria, and click Apply to
refresh the log. In Delivery Settings, you can set
delivery of the call log to an email address on a daily,

weekly, or monthly basis, on a specified day.

In the Type column you can see the types of calls. In the
Recording column, you will see an icon if the call has
been recorded. Click the play icon to hear a recording.

¢ Inbound Call
% Outbound Call
£ Missed Call

%P |istentoa call recording

Administrators can enable the bad call quality indicator
for a given account. After this feature is enabled, the
Quality column is displayed. In the Quality column you
will see thumbs down icons for calls that were
connected. Click the white thumbs down if you were
not satisfied with the quality of a call.

' Click to mark as a bad call

"B Marked as a bad call

RingCentral

& Dave ~ | {210) 555-8284 Ext. 101 GetHelp | Log Cut

g & L F

RingCentral ,
Phone Systam Users Reports Call Log Billing Tools ~

Simple Deladed

Search Numbers Q, Last 7 days ] More ~ @ Delivery Settings

Call Direction -

-

Delete Block

Types of Call v A Select Ext

Type Phone Number Name Date / Time Recording Action Result Length @
- To:(650) 444-5567 ® Add Contact Today 3:57 PM VoiP Call Call connected  0:00:05
(] To:(850) 555-8678 (® Add Contact Today 3:57 PM VoiP Call Call connected 0:00:10
- To:(650) 444-5567 ® Add Contact Today 3:57 PM VolP Call Callconnected  0:00:10
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Billing

The Billing tab leads to menus for managing your
Service Plan, Payment Method, International Calling,
Meetings (including licenses), Device Orders, Call
Center SIP Interconnect (inContact Interconnect)
licenses, and Cost Center Management. View and edit
your service plan, payment information, international
calling plans, and cost center codes here.

If enabled for your account through RingCentral
support, you will also see a Professional Services menu

item in the Billing tab.

Note: Billing is an administrator function only. This
option is not available to standard users.

Service Plan

View or change your service plan

1. From the Admin Portal, select the Billing tab.
2. Click Service Plan to view your plan details.
3. Click Change Edition.
a. Follow the instructions on the pop-up to learn
more about different editions.
b.Click OK.
4. Click Change Billing Cycle.
a. View options for monthly or yearly
subscriptions.
b.Select the button next to the plan you'd like.
c.Click Next.
d.Follow the purchase flow.

RingCentral

Phone System

Service Plan

Payment Method

International
Calling

Meetings

Device Orders

Cost Center
Management

Users

Reports Call Log

Service Plan

Service Plan:

RingCentral Office Enterprise 20 - 99 line

Change Edition
Billing Plan

$1,099.80 for 1 month
($140.00) off - Discount

Account Credil
$1.943.73

Biling Cycle:
10/09/2015 - 11/08/2015

Next Biling Date:
11/09/2015

Usage Info

Additional Services
Additional Local Numbers
5 @%4.99 each

Additional Phones
Global Office - Zone WEU-A
2 @ $59.99 each

o Change biling cycle

Billing History

Auto-Purchase

Cancel Service Plan

RingCentral

CULLREL IR @ Dave | (650 555-0012 Ex. 101 GetHelp | Log Out

& &K B

Change Edition

To learn more about Advanced Editions features
click here

Change Billing Cycle

By switching from monthly to annual payment you'll save even
more on your RingCentral plan

® Monthly Current Plan
$1,099.80 per month
$959.80 - price after discount
5140.00 saved

O One Year Recommended
Subscription
$10,797.60
Only $839.80 per month
You save $2,400.00 (18%)
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View Service Plan Options

To view options for billing history and auto-purchase:

RingCentral

1.
2.
3.

From the Admin Portal, select the Billing tab.

Click Service Plan.

Click Usage Info.

a. View your Usage Info.

b.Click Add if you'd like to add an additional toll-
free minute bundle. Select the bundle, click
Next, and review and confirm.

c.Click Change if you'd like to change your
international calling credit bundle. Select the
bundle, click Next, and review and confirm.

Click Billing History.

a.View your Billing History.

b.Click View Full Billing History if you'd like to
see more details.

c.Check the box next to Send me my billing
statement via email to set this option.

d.Click Done.

Click Auto-Purchase.

a. Select the Calling Credits Package you wish to
purchase.

b.Select the Cost Center Code you'd like to use
for this purchase.

c.Click Save.

Click Cancel Service Plan.

a. If you would like to cancel your service plan,
follow the instructions on the pop-up.

b.Click Close.

RingCentral’

Phone System Users Reports Call Log Billing Tools

Service Plan
L e nen
Service Plan
RingCentral Office Enterprise 2 - 19 line

Change Edition

B3 Payment Method
Billing Plan:
$119.98 for 1 month
Account Credit

@ Internaticnal $0.00

Calling Biling Cycle:
04/22/2015 - 05/21/2015

Next Biling Date:
05/22/2015

ousags Info >

Additional Services

< Meetings

Device Orders
Additional Local Numbers
2 @$4.99 each
m Cost Center Additional Toll-Free Minute Bundle
Management None  Add

Additional Phones
Zone 2-EU
4 @ $599.76 each

Common Phones

5lines

Billing History >
Auto-Purchase >
Cancel Service Plan >

@Us&ge Info X

Uniimited Usage:
0 minutes

Included Credits:
$390.00 available
(10,000 plan minutes)

Included International Outbound Landiine - Zone 1 - EMEA Usage:
0 used of 20,000 minutes (per month)

International Calling Credit Bundle:
$300.00 available

Additional Bundles

Additional Toll-Free Minute Bundle
None  Add

International Calling Credit Bundle
$300.00 of international calling credit @ $250.00/month, charged annually

Change

LOLTIRCLT e B S @ Dave | (B50) 555-0012 Bxt. 101

GetHelp | Log Out

L & B

Billing History

1550) 5550012
Hy Company
S3n Mateo, CA 94404

Date Reference # Description Amount
05/05/2015 9808149006 Additional Services $47.49 View Staterment

Done

Auto-Purchase

Auto Purchase feature ensures you will never run out of calling credits. The selected
package will be automatically purchased when you are running low on calling credits,
which prevents any polenbal interruption of service. Purchased funds will roll over
month-to-month for up to 12 months.

Calling Credits Package: (3
@ ®) 52000 (equivalent to 513 Plan minutes at 3.9¢) (@
$100.00 (equivalent to 2566 Plan minules at3.9¢) (@

Select Cost Center Code:

Add New Coge
¥ Main
sales
Shipping
Training
Warehouse
o
Ga Cancel Service Plan X
5

Are you sure you want to cancel your RingCentral Office Enterprise 2 - 19 line
Service Plan for (650} 55500127

It you cancel your service plan, your RingCentral account will be deleted and the
following information will na longer be retrievable:

+ All messages and faxes currently stored in your online account

« All Seftings (Customized Greefings, Music on Hold, Answering Rules.
Extensions, etc.)

« Allofyour Call Logs

+ Al ofthe entries in your RingCentral Contacts

it you would like fo save any of this information, you should download andior expert it

from your account before you cancel. Once your account is cancelled, your RingCentral
phone number(s) will be immediately disconnected

In order to finalize your cancellation, piease call (866) 733-0810 or (325) 20
outside of the United States for assistance in account verfication and
termination of your RingCentral service. Thank you for using RingCent
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Active User Extensions

A virtual extension is a user extension without an
assigned digital line. Virtual extensions forward
incoming calls to mobile phones, extensions, or other
external numbers and allow for limited outbound
dialing. It becomes an Active User Extension if it makes
or receives ten or more calls per month (billing cycle).

View Active User Extensions Usage and History
To view the active user extensions in your account:

From the Admin Portal, select the Billing tab.

Click Service Plan.

Click Usage Info.

Review the Active User Extensions section for

the number of Active User Extensions (those

extensions with ten or more external calls in the
current the billing cycle).

5. Inthe Service Plan pane, click Active Virtual
Extensions History to view the number of
external calls each active user has made or
received within a specified period of time.

6. InActive Virtual Extensions History, specify the
search parameters and click Show.

7. Enter an email address and click Send to email

yourself the report containing extension level

calling data by account.

N s

®

RingCentral

RingCerltra! CULALN PR @ Dave | (550) 555-0012 Ex. 101 GetHelp | Log Out
Phone System Users Reports Call Log Billing Tools v L & B
Service Plan Usage Info X
- .
z=] Service Plan
Senice Pan: Unemned Usage:
RingCentral Office Enterprise 2 - 19 line: 15 minutes
Charuﬂ Edition ncuded Credns:

$390.00 available
B3 Payment Method Bmng Pian {10,000 pilan minutes)
$119.98 for 1 month .

Additional Bundles

Aocount Credit
$0.00 B ~ )
@ (e S NAx:otr:‘l_:mr'a\ Tol-Free Minute Bundle
Calling 03/04/2017 - 04/03/2017 -
International Calling Credit Bundle
NextBiming Date More  Add
04/04/2017
4 Active User Extensions
B¢ Meetings 3 Usage Info
. . Smng Cyce
Additional Services 03/04/2017 - 04/03/2017
Additional Local Numbers
2@ $4.00 each Usage to date through 03/10/2017'
Device Orders ) . Active User Extensions (with 5+ external calls): 10
RingCentral Webinar 100 Licenses
3 @ $40.00 each
Large Mesting 100 Licenses 6 Active Virtual Extensions History
1 @ $40.00 each
[5] Cest Center Additional Phones
iti Show History for
ST DigtalLine Unlimited
10 @ 356,99 sach
Common Phones @ | Last 1 period v | O 03042017 - 041032017
1lines
@ Al Extensions O Extension
‘Change billing cycle
Show ¢ Paget
Billing History ?
Renewal Period Extension Name Number of External Calls
Active Virtual Extensions History > 00412017 - 04/032017
Ext. 103 Ada Jarvis 2
Auto-Purchase 5 Ext. 14585 Simon Jones
Cancel Service Plan >
Send a report with detailed information to emait
0 Email: Send
Tiee Giression Frem T TEensien  FoardedTe ame Dme  Time E TOuration Inchuded Furchased
|Voice Outgoing acted 00036 ©-
Cugoieg @ o00a3 - .
Outgoieg (5555555555 00038 - -
Veica Gutgoing o001 o-
Ougieg T o008 -

Oungsieg 103,408 Janis (555) 555.5555 o001 -
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Payment Method

The Payment Method contains the credit card
information attached to the RingCentral account.

coUuphwONE

From the Admin Portal, select the Billing tab.

Click Payment Method.

View your Payment Method details.
Click Edit Payment Method.

Edit your Payment Method information.
Click Save.

RingCentral’

Phone System

=]

Service Plan

Payment Method

International
Calling

Meetings

Device Orders

Cost Center
Management

Users

Reports

Payment Method
Card Type
Card Mumber:

Expiration Date:

First Name:
Last Name:
Contact Phone:
Contact Email
Address 1
Address 2

City:
State/Province
Zip/Postal Code:

Country:

o&n Payment Method

Call Log

Billing

Visa
XHXKKKKXX-KKAX-1111

0172017

Dave
Richards

(550 5552009

Tools »

dave richards@mycompany.com

123 Main Street

San Mateo

California

94404

United States

RingCentral

LOLTURE B S @ Dave | (B30) 555-0012 Ext 101

0 Payment Method

Card Type:
Card Number,
Verification Code

Expiration Date

First Name
Last Name
Contact Phone
Contact Email
Address 1:
Address 2:

City:
State/Province
Zip/Postal Code:

Country:

N

Visa

January | 2017

Dave
Richards

(650} 555-2009

GetHelp | Log Qut

[Ek

~

dave richards@mycompany.com

123 Main Street

‘San Mateo

California

94404

United States

Cancel Save
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International Calling !
To enable, disable, and view international calling rates: RingCentral Q SR
. . Phone System Reports Call Log 3illing Taols v L & B
1. Fromthe Admin Portal, select the Billing tab.
2. Click International Calling. e — e ——
c.If International Calling is not enabled, click ewsi Rt ' g
Enable International Calling to enable it. 5 g 20 SR,
d.If International Calling is enabled, you can d® o
. . . . Calling
disable international calling completely by
clicking Disable International Calling. RingCentral @ Dove (550 55500123 107 Gel el | Log Oul
3. Vleyv the countries |nt§rnat|onal callingis e o TR 5 L B
available to and the price for each country.
a. Use the alphabet at the top of the screen to 2 omtemaﬁona' Calling
jump to a list of countries. All countries start T T Coumy Coss ToiFroe Number (3
. cre Hawail RegulariMobile 1 30¢ a
with a specific letter. B3 Payment Mthos Feguarionie ; «©
b.Sort by Countries that are enabled or disabled ®Jummm,
. International ABCDEFGHIJKLMNOPQRSTUVWYZ @F\I(Erhyi}w v!
by using the drop-down menu. & Cuing @,70 . r—
4. Turn calling to a specific country on or off by e — Disable
clicking the switch to the right of that country. W Mestings wobie sooe M !
You will see awhite, vertical line with a navy blue Reouar sooe ©
background when the switch is in the “on” i i ==
position as shown in the image on the right. Sesor s7o¢ a
[l o= fopuer [ @}
Algeria
3103']7“9e 213781,213780, 21377, 21369, 213670, 21366, 213650, 21356, 21355, 213549 22.0¢ D
Regular 1.0¢ [ @)
American Samoa
1R§§:Iar 12.0¢ D
Andorra
;A;Eh;'z?lid 3766 29.0¢ D
e 3.9¢ a

Angola
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Professional Services

RingCentral Professional Services can help you
optimize your investment in RingCentral with a
portfolio of services. The Professional Services feature
inyour online account is an on-demand feature that can
be enabled to allow you to manage professional
services licenses. When enabled for your account, you
can view a summary of your professional services
licenses, and purchase or remove licenses.

Professional services include:
e Managed Services - arecurring service to manage
moves, adds, and changes to your account.
e Network Monitoring - arecurring service to
provide proactive network monitoring and
notifications for your account.
e Extended Enterprise Support - premium support
services with dedicated technical account manager
and customer success manager, and expedited
technical support. Can be enabled for RingCentral
Office and RingCentral Contact Center.

To view or add your professional services licenses:

=

From the Admin Portal, select the Billing tab.
Click Professional Services. Your existing
licenses are displayed.

To add a type of license, click Add in the column.
The license you are adding is displayed.

For support services, select the Tier.

Click Next.

The order confirmation information is displayed.
Click Next and complete the transaction.

N

©NOo kW

For more information about professional services, see
the RingCentral Professional Services datasheet.

RingCentral

RingCentral o @ Crris ~ | (210) 5850120 Ext. 101 Getrielp | Log Oul

Phone System Users Reporis Call Log Billing Tools ~ = e A F
g Service Plan Professional Services
B Payment Merod
License Type Date Added -~
D g
Calling Managed Secwncss

Metwork Montorrsg
2 o
Services Extonced Enterprise Suppon - Contact Centier
Extended Enterpise Support - Ofce
B Mestngs
0 Add Extended Enterprise Support - Contact Center Licenses x

[ oevice Ordors
1 Add License 2 Confirm Order 3 Order Confirmation

License Tier
Extended Enterprise Suppart - Contact Center
Bronze 5
Sitver
Gold
License Platinum "
*Total charpes do nol include laxes. lees and prorales. $0.00


https://netstorage.ringcentral.com/datasheets/dod_datasheet.pdf
https://netstorage.ringcentral.com/datasheets/dod_datasheet.pdf
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Meetings

The Meetings sections allows you to manage
RingCentral Meetings, including managing licenses,
downloading software, adding and viewing rooms, and
managing settings.

RingCentral
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Add Large Meeting Licenses

HjngCentra’ @ Dave| (650) 555001264 101 GetHelp | Log Out
RingCentral Meetings is available for free with any
RingCentral Office edition: Standard edition supports e I e | Biing B
up to 4 participants per meeting, Premium edition
supports up to 100 participants per meeting and [ Senice Plan Largo Moating  RingConwal Webinar  RingContral Rooms.  Room Connector

Ultimate edition supports up to 200 participants.

B3 Payment Method Search Q| Al M + Add Licenses
An additional Large Meeting add-on is available for e e oo oo St
Premium and Ultimate edition to extend meeting @ omaton
capacity with up to 500 participants. You can add and caling License Type Assigned To Bxt.  DatoAdded '

Large Meeting 100 N/A A 0171212017

assign a Large Meeting license to a user who has a need Large Meeting 100 A WA 02412017 Assion
. . Meetings
for hosting larger meetings.

Add a Large Meeting license Device Orders

1. Fromthe Admin Portal, select the Billing tab.

2. Click Meetings. Total- 2 Show 35 v <1
3. Click Large Meetings Your existing licenses are
d iSpIayed. Add Large Meeting Licenses x
4. Click Add Licenses.
5. Enter the number of each type of license. 1 Addliconss 2 Confim Order 3 Order Confimnation
6. Click Next. E—
7. The purchase information is displayed. License Price #0f Licenses
8. Click Next and complete the transaction.
Large Meeting 100 License $400.00 Annually 0 +
To remove licenses, call Customer Support.
Large Meeting 200 License $900.00 Annually 0 +
To assign or reassign a license, click Assign and select a
user. License Sub-total*
*Total charges do nof include faxes, fees and prorates. $0.00

Q

Cancel
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Add RingCentral Webinar Licenses

RanCentral’ CCUTIEN S @ Dave | (B50)555-0012Ex. 101 GetHelp | Log Out
RingCentral Webinar, an add-on for RingCentral
Meetings, lets you host virtual events and online Pions System  Users  Repods¥  Callleg | Biling | Tools> S F
training with up to 10,000 attendees. Attendees can
join from desktops, tablets, and smart devices, or from a E‘, Service Plan Large Mesting RingCentral Webinar RingCentral Rooms Room Connector

telepresence system.

B3 Payment Method Search Q|| A v + Add Licenses
RingCentral Webinar is a user-based license for users : . e
o remove licenses, please cal ustomer Support.
who need to host online events. It is not an account- @ menains
Wide Iicense. Calling License Type Assigned To Ext. Date Added ~ ’
Webinar 100 NIA NIA 04/18/2017 Assign
Add a RingCentral Webinar License q* Meetings —— o R
1. Fromthe Admin Portal, select the Billing tab. Device Orcre
2. Click Meetings.
3. Click RingCentral Webinar Your existing
Ilc_enses are.dlsplayed' Add RingCentral Webinar Licenses x  Show | 25wt
4. Click Add Licenses.
5. Enter the number of each type of license. 1 Addlicense 2 Confim Order 3 Order Confirmation
6. Click Next. -
7. The purchase information is displayed. _— e S
8. Click Next and complete the transaction.
. Webinar 100 License $40.00 Monthly 0 +
To remove licenses, call Customer Support.
. . . . . Webinar 500 License $140.00 Monthly 0 +
To assign or reassign a license, click Assign and select a
user. Webinar 1000 License $340.00 Monthly 0 +
Webinar 3000 License $990.00 Monthly 0 +
License Sub-total*
*Total charges do not include taxes, fees and prorafes. §0.00

Q

Cancel
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Add RingCentral Rooms Licenses

RingCentral Rooms is a cloud-based HD video
conferencing solution for every conference room.
RingCentral Rooms transforms your conference room
spaces into dynamically enabled web conferencing
destinations. You can easily set up, hold, and manage
web conferences with the highest quality “in-room”
experience.

Google and Microsoft Office 365“‘/Exchange® are
integrated for simple conference scheduling and
calendar synchronization. RingCentral Rooms
automatically displays all of your scheduled meetings
for the specific conference room.

RingCentral Room Connector enables your existing
H.323/SIP room systems to communicate with other
meeting participants from desktops, tablets, and mobile
devices. Room Connector works with a wide range of
video endpoints from Polycom, Cisco, Lifesize and
more.

RingCentral Rooms requires a RingCentral Office
subscription and add-on licenses for the RingCentral
Rooms conference rooms.

RingCentral
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You set up Rooms and Room Connector licenses, and
Rooms conference rooms in the Admin Portal. The

management tasks for RingCentral Rooms and Room
Connector include: Add RingCentral Rooms Licenses

¢ Add RingCentral Room Connector Licenses
e Download RingCentral Rooms Software

¢ Add RingCentral Rooms for meeting spaces
¢ View Rooms in Your Account

e Manage RingCentral Rooms General Settings

Add a RingCentral Rooms license

1. Fromthe Admin Portal, select the Billing tab.
2. Click Meetings.

3. Click RingCentral Rooms. Your existing licenses

are displayed.

Click Add Licenses.

Enter the number of licenses.*

Click Add Licenses.

The purchase information is displayed.
Click Next and complete the transaction.

© No ks

For more information on managing and configuring
RingCentral Rooms, see “RingCentral Meetings” on
page 243.

*You can add a maximum of 50 RingCentral Rooms licenses at
atime. If you plan to purchase more than 50 licenses in bulk,

you must break the purchase into several orders.

RingCentral

Phone System

b

£
|

Service Plan

Payment Method

International
Calling

Meetings

Device Orders

Cost Center
Management

?

Reports Call Log Billing Tools »

Large Meeting RingCentral Webinar RingCentral Rooms

To remove licenses, please call Customer Support.

Llcense Type Cost Center Code

RingCentral Rooms 123456
RingCentral Rooms 123456
RingCentral Rooms 123456
RingCentral Rooms 123456

Total: 4

RingCentral

COLTGRE LGRS @ Dave | (650) 555-0012 Ext. 101

L & B

GetHelp | Log Out

Room Connector

-+ Add Licenses

Date Added ~

07/08/2016

07/08/2016

07/08/2016

07/08/2016

Show: 25 v < 1>

Add RingCentral Rooms Licenses

RingCentral Rooms Licenses Status:

You can add up to 50 multiple RingCentral Rooms Licenses at a time. e
Enter Number of Licenses 1

RingCentral Rooms Licenses are $468.001censs. Q

Recurring Charges Sub-total
RingCentral Rooms Licenses 1%$468.00 $468.00

Total harges do ot ares oes st

Licenses already added:
Licenses number limit:

1
1000
Upﬂgn

Cancel
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Add RingCentral Room Connector Licenses

RingCentral Room Connector requires a RingCentral
Office subscription and add-on licenses for the
RingCentral Room Connector conference rooms.

To add a RingCentral Room Connector license:

From the Admin Portal, select the Billing tab.
Click Meetings.

Click Room Connector Your existing licenses are
displayed.

Click Add Licenses.

Enter the number of licenses.*

Click Add Licenses.

The purchase information is displayed.

Click Next and complete the transaction.

IS o

©No A

For more information on RingCentral Room Connector,
see the knowledgebase article, Getting Started with
RingCentral Room Connector.

RingCentral

Phone System Users

E Payment Method

International
Calling

% Maetings
Device Orders

Cost Center
Management

Reports

Large Meeting

\'4

To remove licenses, please call Customer Support.

License Type

Room Connector

Room Connector

Room Connector

Room Connector

Total: 4

RingCentral

LU DI @) Dave | (550) 555-0012 Ext. 101 GetHelp | Log Out

Call Log Billing Tools +
RingCentral Webinar RingCentral Rooms Room Connector
Cost Center Code Date Added ~
123456 07/08/2016
123456 07/08/2016
123456 07/08/2016
123456 07/08/2016

L & B

Q

-+ Add Licenses

Show: 25 v ¢ 1

Add RingCentral Rooms Licenses

You can add up to 50 multile RingCentral Rooms Licensos at a fime. e
Enter Number of Licenses 1

RingCentral Rooms Licenses are $468.00/icense.

Recurring Charges

Tt s ot kot Tres, ot s et

RingCentral Rooms Licenses Status: Licenses already added:
Licenses number limit:

RingCentral Rooms Licenses 1 x $468.00 $468.00

1

1000

Updag‘n-
‘Sub-total
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Manage Device Orders

The Device Orders management feature allows you to
view past orders and edit those device orders that are
in pending status to change the devices ordered, or the
shipping address.

You can edit those orders during the hold period that
occurs from one to four hours after your initial order
placement. An order can only be modified a single time,
after which is it submitted immediately to the
distributor for processing.

1. Fromthe Admin Portal, select the Billing tab.

2. Click Device Orders.

3. Click Edit Order on a pending order.

4. Select the pencil icon to make changes. Select the
items that you want to change and change the
devices (one or many) to the desired device.

5. Once completed, new charges (or credits) are
displayed.

6. Click Next.

RingCentral

o LULIDRLL IR A @ John | (650) 530-0164 Ext. 101 GetHelp | Log Out

RingCentral
Phone System Users Reports Call Log Billing Tools v W B
o ’
z=| Service Plan Search Orders From | Past 6 months v Search Order Q
B3 Payment Method Order Number Order Placed ~  Device Quantity Status
418008 01/08/2016 1:54 AM 4

@ International
Calling

¢ Mestings Edit Order: 418008
[E Device Orders
Original Order
Quantity  Area Code
Cost Center
Management 4 (415)

Order Changes
Quantity Area Code

@ (415)

2 (415)

Original Phone Order Charges

One Time Charges
Phones

Shipping Fees
Recurring Charges
Phone Rental

Total Paid*:

*Total charges do nol include taxes, fees, prorates and aiscount.

I§ Polycom VWX-310 Gigabit Ethernet Phone

I§ Polycom Wx-310 Gigabit Ethernet Phone

I§ Yealink Ws2P with 2 Handsets

Pending o Edt Order

[ENEy 2. Update Shipping > 3. Reviewand Submit » 4. Order Confirmation

Please note: Only phone type and shipping can be modified for an existing order
To make any other changes, please call support (888) 898-4581

Phone Original Charges*

$836.00 (4 x $209.00) - one time 0 rd

Phone New Charges/Credits®

(8418.00) (2 x $209.00) - one time

$678 00 (2 x $339 00) - one time

Phone Order Charges/Credits (D

Sub-total” One Time Charges/Credits. Quantity Sub-total”
$836.00 New Phanes 2 $678.00
$2155 Credits from Oniginal Order @ (8418.00)

Sub-total Recurring Charges/Credits. Sub-total”
$0.00 New Phone Rental $0.00
Rental Credits from Onginal Order @ ($0.00)

New Sub-total Charges/Credits*: .00
ancel &

$857.55
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=0 0N

0.

11
12.

Change the shipping address, if desired.
Click Next.
Review the changes.

Check to indicate your acknowledgment of the
sales conditions and understanding of the new

charges.
Click Next.

Confirm that once submitted, you can no longer

update the order.

2. Upsie Snor R e

Update Shipping for Order 418008

Shipping Groups ®

Quantity ~ Destination Shipping Method
2 1400 Fashion Island Bivd, Ste 700, San Mateo, CA, GROUND Viewv  Change Shipping  Delete
2 20 Davis Dr, Beimont, CA, 84002-3002 GROUND Viewv  Change Shipping  Delete

Select shipping for the phones below:
‘Add to Shipping Group Q
Phone Phone Number Assigned To Ext.

Al phones assigned to shipping groups

Original Phone Order Charges Phone Order Charges/Credits (©

One Time Charges Quantity  Sub-total” One Time Charges/Credits
Phones 4 $836.00 New Phones.

Credits from Original Order
Shipping Fees 52155 New Shipping Fees

Shipping Fees from Original Order
Recurring Charges. Sub-total" Recurring Charges/Credits
Phone Rental 0 5000 New Phone Rental

Rental Credits from Original Order
Total Paid": $857.55 New Sub-total Charges/Credits*:

Quantity  Sub-total”
2 $678.00

@ (5418.00)

— s2842

—($2155)

Sub-total”

© (50.00)

“Total charges do not include taxes, fees, prorales and discount m

1. EditPhone 2. Update Shipping JEEMIMEIETERCETELISY 4. Order Confirmation

Review and Submit

Charges
One Time Charges Charges
Additional RingCentral Services (D $586.42 Expand
Charges: $586.42
Adjustments
One Time Charges Credit
Credit - Additional RingCentral Services @ ($390.83)  Expand

Adjustments: (§390.83)

Taxes, Charges and Fees

State and local taxes and fees $5164

Taxes and Fees: $51.64

Adjustments are calculated based on the unused portion of your previous service(s) and deducted from the
cost of your new service(s)

Al charges will appear as "RingCentral, Inc® on your credit card statement and will be charged to the credit
on file for this account. Your credit card information is encrypted and processed on a secure server.

'~ | 1acknowledge that | have read this information and understand the itemized charges listed above. |
authorize the total amount of $247.23 to be charged to my credit card ending in [*1111]

Notification

changes.

RingCentral

You are about to make changes to your original order. Each order can
only be changed once. When you submit these changes, your order
will be processed immediately and will no longer be eligible for future

= D@ D
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RingCentral

The order update is complete, and the order status is

. R‘“,mCentra’ LCLLLELTIR g @ Test Order | (877) 633-0003 Ext 101 GetHelp | Log Out
changed to Submitted.
. . . Phone System User Management Call Log Billing Tools = iIEid
You can click View Order to see the final order. A %
z=] Service Plan Search Orders From | Past 6 months - Search Order Q
‘Order Number ‘Order Placed ~ Device Quantity Status
E3 Payment Method
418008 01/08/2016 528 AM 4 Submitted View Order ~
@ International
Calling
B4 Mestings
[[E Devics Orders
RilgCentral TN @ TestOrder| (877)633.0003Ext 101 GetHelp | Log Out
Phone System User Management Call Log Billing Tools » H & B
v=] Service Plan Search Orders From  Past 6 months v Search Order Q
ler Number ler Plac ~ ice Quantity us
B9 Payment Method Order Numb Order Placed Device Quantit Stat
418008 01/08/2016 528 AM 4 Submitted View Order ~
® International
Calling Order Details
Package ID: 419008 Status: Submitted Shipping Address:
¢ Meetings Request Number: -1 Shipping Speed: GROUND ;:0: ;‘:’;;I' '::r'\'d
Number of Device: 2 Tracking Number: Mateo, 94404.2073
View Device List
Device Orders
Package ID: 420008 Status: Submitied Shipping Address:
Request Number: -1 Shipping Speed: GROUND % D"_"ﬁ; Batmont,
IRl Gost Center Number of Device: 2 Tracking Number:
Management View Device List
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Cost Center Management*

The Cost Center Management feature allows you to
manage and monitor expenses for groups or
individuals. Administrators can assign purchases of
RingCentral services to a department or an individual
with cost center codes. Each transaction can be
assigned to a specific cost center code that you have
created. You can create cost center codes while you are
in process or upload predefined codes.

1.
2.
3.

From the Admin Portal, select the Billing tab.
Click Cost Center Management.

Select an existing Cost Center Code (Customer
Service in this example).If you do not have any
cost center codes, see the next page on how to
create one.

Click Code Info to edit the Name and Billing Code
or Delete the code.

Click Recurring Billing Items to view Bundled
Items or any Additional Iltems that have been
scheduled as recurring billing items for this cost
center code.

*To enable the Cost Center Management feature, contact
your RingCentral account manager.

RingCentral

Phone System

Service Plan

Payment Method

International
Calling

Meetings

Device Orders

Cost Center
Management

RingCentral

o LULTUREL LS IR @ Dave | (650) 555-0012 Bxt. 101 GetHelp | Log Out

Users Reports Call Log Billing Tools v

Cost Center Management

4

You have 5 Cost Center Codes

IMain Company
Main

Secondary

3 Customer Service

Sales

Shipping

Warehouse

Update All Billing ltems >

Add Cost Center Code >

L % B

Customer Service X
Code Info

Name: Customer Service
Billing Code (optional): 200

Parent Cost Center Code:  Main

Delete

Cancel Save

Recurring Billing Items

Customer Service X
Code Info
5 Recurring Billing ltems

Recurring Total:  $0.00 monthly

Bundled liems Additional ltems

There are currently no bundled billable items associated with
your Cost Center
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Update and Add Cost Center Codes

1. From the Admin Portal, select the Billing tab.
2. Click Cost Center Management.
3. View your current Cost Center Codes..
4. Click Update All Billing Items.
a. Download the template for updating your
billing items
b.Follow the instructions on the downloaded
template and fill out the spreadsheet.
c.Upload your completed spreadsheet to update
your billing items.
5. Click Add Cost Center Codes.
a. Enter a name for your new Cost Center Code
and a code if you'd like.
b.Select a Parent Cost Center Code.
c.Click Save.

Note: Administrators can also add a Cost Center Code
while processing a transaction. When the administrator
is asked to assign a purchase to a Cost Center Code,
there will be a button to Add New Code the
administrator can click.

RingCentral

Phone System Users Reports Call Log

By
|

=

&

00051 Center Management

Service Plan
You have 5 Cost Center Codes
P: it Method
ST Main Company
Main
International Secondary
Calling
Customer Service
Sales
Meetings
Shipping
Warehouse
Device Orders
Cost Center
Management

Update All Billing Items
dd Cost Center Code

RingCentral

ORGSR @ Dave | (B50) 555-0012 Ext. 101 Get Help | Log Out

Billing Tools v uf)u Q: [Ei

Update Items

You have 4 ltems
If you already have a filled out template please proceed to Step 3.

Step 1: Get Template

- =
)

or Email Add one Email address Send

Step 2: Fill Out Template
@Slep 3: Upload File

CostCenterCodeTemplate x Browse Upload

Add New Cost Center Code X

@ Enter Name: Training

Billing Code (optional): 600

Select Parent Cost Center Code:

Customer Service
Sales
Shipping

Warehouse
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CloudConnect

Ri ntra" @ Dave |(650) 5550012 B4, 101 Get Help | Log Out
CloudConnect allows a customer to connect to the
RingCentral UCaaS cloud infrastructure by using a ADEEEEm  Uss  (Emmbe  GHllon Rl e S B
dedicated link with high quality of service.
=) TmimEm CloudConnect

Once purchased and enabled, admins can view
information about licenses. You'll be able to read a

Payment Method

listing of the license types, the cost center codes, and e ot centerGoe prese o
the date the license was added to the system. Intematonal CloudGomect Custom 1atts it oo
. e CloudConnect - Cloud Exchange 200mb/s RingCentral Inc. 03/30/2017
1. Fromthe Admin Portal, select the Phone System
ta b Mestings
2. ClickBilling.
3. Click CloudConnect. CloudConnect

This feature is available on an on-demand basis. Contact
RingCentral Support to discuss the requirements for enabling
this feature for your account.

Live Reports

Hﬂg!@ﬂl

E Device Orders

Total: 0 Show: | 25 v ¢« 1 >
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Live Reports

Ri"gcentra' @ Dave | (650) 555-0012 B 101 Get Help | Log Out
Live Reports provides access for users to build
dashboards and reports to show data on inbound and FhoneSystem  Users  Roporlsy  Callleg | Bilng | Tookv S F
outbound calls in close to real time.
) Service Plan LLive Reports
When Live Reports is enabled for your account, users
With Live RepOr‘tS permiSSiOI’] has access to Live B3 Payment Method To add or remove licenses, please call Customer Support.
ReportsYou can track the number of RingCentral Live
Reports licenses billed to your account. @ mamsiona e prehsses 2
ling
Live Repons. 051672017
To change the number of licenses on your account, you
. . Live Report 05162017
must call RingCentral Customer Support. e ’ o
Live Reports 051672017
1. Fromthe Admin Portal, click Billing. & ChoudConnect
2. Click Live Reports. e e
qg Live Reports Live Reports 05/16/2017
This feature is available on an on-demand basis. Contact Do O e Ropors o
RingCentral Support to discuss the requirements for enabling Live Peparts [

this feature for your account.

Total: 0 Show: | 25 v < 1 >
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InContact Interconnect Licenses

R:'ngCentral (] v | (833) 206-0004 Ext. 101 GetHelp | Log Out
The Call Center SIP Interconnect section allows you to Phons System  Users  Repots  Calllog  Bilng  Tools - s N T
view your licenses for a SIP interconnect to —_
RingCentral. This section applies only to RingCentral
2 Service Plan inContact Interconnect

#=]

Office customers (for all RingCentral Office tiers) who

have directly purchased their contact center from NICE To add or emove licanses, please call Customar Support.
B3 Payment Method

inContact. A e
The SIP interconnect allows regionalized agent leg plematond inContact Interconnect varBr2018
routing, provides high voice quality for on-net agent leg o Contoct torconmac sa0m018
calls, and enables safe transfers to RingCentral Office Seviee Orders e S
extensions.

inContact Interconnect 02/28/2018
Enabling the SIP interconnect requires one RingCentral P ot s S
interconnect license per interconnect agent. To enable e s I
this feature, contact your sales representative.

inContact Interconnect 02/28/2018

inContact Interconnect 02/28/2018

inContact Interconnect 02/28/2018

inContact Interconnect 02/28/2018

Total: 10 Show: 25

“*



RingCentral Office | Admin Guide | Tools 219 RingCentraF

Tools
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Tools

Inthe Admin Portal, the Tools menu lists many important features for your
company’s phone system.

Meetings includes tools for RingCentral Meetings, such as software
download, configuring settings, setting up RingCentral Rooms for one-
touch meeting and calendar integration, and viewing reports for
RingCentral Meetings. To learn more about this, see, “Introduction to
Managing Meetings” on page 244.

Archiver lets you securely save your messages and recorded calls
automatically and easily search the stored data at any time from within
your SFTP or Dropbox cloud storage account to quickly retrieve the
records. To learn more about this, see “Archiver” on page 221.

Appearance lets you add your company logo to your RingCentral online
account. You can also link your company logo to your company’s website
for smoother navigation. To learn more about this, see “Appearance” on
page 222.

Audit Trail lets you find and capture changes made by users that affect
system events, configuration, and user accounts. To learn more about this,
see “Audit Trail” on page 238.

Session Timeout lets you configure a session timeout for all users. To learn
more about this, see“Session Timeout” on page 223

Hot Desk Session Timeout specifies the time period when guest users will
be logged out from phone endpoints, or allows you to configure no timeout.
To learn more about this, see “Set the Hot Desking Session Timeout” on
page 148.

1 Not available for one-line accounts.
2 Active Directory available for Office Premium and Ultimate users only
3 Available for US users only

RingCentral

Single Sign-On* lets employees in a company access multiple applications
with one set of credentials. RingCentral SSO supports the Kerberos
network authentication service (on Windows), as well as integrates with
Google SSO. To learn more about this, see “Single Sign-on*” on page 226.

Directory Integration™ see allows lets you automatically provision users
from your Active Directory or G Suite corporate directory into
RingCentral. To learn more about this, see “Directory Integration” on
page 229.

HIPAA Conduit Setting™ " ensures customer calls and messages are secure
with encryption in transit and at rest, along with other features, protecting
patient data and guarding against unauthorized access to protected health
information.To learn more about this, see “HIPAA Conduit Setting*” on
page 230.

Multi-Site Settings” allows you to configure and manage your different
office locations under one account. To learn more about this, see “Appendix
C: Multi-Account Access” on page 288.

Note: Users in Canada will see the option Enable Free Line for All Users in
the Tools menu (this option is enabled automatically for US users). The
Free Desktop App line is a free additional outbound line that may be
assigned to user’s Desktop App enabling you to allow users to make
outbound calls. The Free Desktop App line may incur taxes and fees.
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Archiver
RingCentral Archiver makes archiving important RingCentral © D | G50 S5012E4101 GetHel | Log Oul
communications data simple and convenient through

the seamless integration of SFTP or Dropbox cloud
storage with your RingCentral service.

Phone System Users Reports Call Log Billing Tools v L B

Meetings

Archiver

Company Shortcuts
i . . E ‘Company Info | Appearance
With RingCentral Archiver, you can securely save your Session Tmeout
H H Hot Desk Session Timeout
messages and recorded calls at.JtomatlcaIIY apd easily (e —— [ 1o
search the stored data at any time from within your Diectory Integration
. . HIPAA Conduit Setting
Dropbox account to quickly retrieve the records you © Auto-Receptoist o company rangampany et company Panen Conpary
Want‘ Assistance
Configure RingCentral Archiver Pa— e WE
1. Fromthe Admin Portal, select the Tools tab. o et Aot T Conment
. - . . elect Account lo Connec
2. Click Archiver and login to the tool with your
RingCentral or Salesforce credentials. Dropbox
3. The Accounts tab displays the connection status ot connetes conmEeT
of your accounts. Click Connect and enter the N
credentials to connect RingCentral to your Not cannected CONNECT
Dr.opbox or SFTP account. Google Drive
Click Sync Options. AN [ GONNECT

vk

When connected to the Dropbox account, you
can enable or disable data backup from
RingCentral to Dropbox or SFTP by selecting ACCD“”‘SOSY"C (S Logs

Enable Backup.
0 Data to backup 0 _) Enable Backup

RingCentral Archiver will run the job on an
hourly basis and archive to Dropbox or SFTP all
of the extensions’ call recordings generated
within the hour before last Archiver job run.

6. Select the types of Data to backup. By default,
Call Recordings are backed up for admins and
users. Users can select for their own extensions
whether to backup Call Recordings, Voice Mails,
SMS and/or Fax.

For more information on using the RingCentral
Archiver tool, see the RingCentral for Archiver User
Guide.
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https://netstorage.ringcentral.com/guides/archiver.pdf
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Appearance

Add your company logo to your RingCentral online
account for a custom look. Take one step further and
link your company logo to your company’s website for
easy navigation.

To upload and link an image:

1. Fromthe Admin Portal, select the Tools tab.

2. Click Appearance.

3. Click Browse to browse your computer for an

image to upload and select the file you want to

use.

Click Attach.

Enter the URL that will be opened when a user

clicks on your image.

6. Click Submit.

7. View your logo in the upper-right corner of your
online account and test the URL by clicking on
the image.

vk

RingCentral

0 URL. WWW mycompany.com

CUOLR AL S @ Dave | (650) 555-0012 Ext 101 GetHelp | Log Out

Phone System Users Reports Call Log Billing Tools » M F

RingCentral

Meetings

| Company Shorteuts 9*“”%"“

E Company Info Session Timeout
Hot Desk Session Timeout

VR
RH#  Phone Numbers | Single Sign-on n
Active Directory

HIPAA Conduit Setting

Q Auto-Receptionist Edit Company Change Company Set Company Publish Company
Business Hours Greeting Caller ID Info to Directory
Assistance

Ringc,‘en[raf' @ Dave | (650) 5550012 Ex.101  GetHelp | Log Out

Phone System Reports Call Log Billing Tools » oy s

Add a logo to your RingCentral Service Site Leamn more

Upload a logo

Image: MyCompanyLego jpg Browse Attach

SetURL to load when user clicks on logo

Reset Appearance &

LELHELLE IR A @ Dave | (650) 555-0012 Ex.101 GetHelp | Log Out

Phone System Reports Call Log Billing Tools » Ly & B

RingCentral
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Session Timeout

Configure a session timeout for all users on your
account. If a user is inactive for a certain period of time,
awarning message will appear notifying the user that
the session is about to expire. The user can click OK to
keep the session alive; however, if a user does not click
OK before the time runs out, the user is logged out of
the system and is asked to log in again.

To set a time interval for your phone system’s session
timeout:

1. From the Admin Portal, select the Tools tab.

2. Click Session Timeout.

3. Click the drop-down to view a list of time
intervals.

4. Select the time interval you would like to use.

5. Click Save.

RingCentral

00:57

Your session is about 1o expire
Ifyou would like fo keep your session alive, press "OK" to continue

oK

R,ngCe"tra" LULTURL L S @ Dave | (550) 556-0012 Ext 101 GetHelp | Log Out
Phone System Users Reports Call Log Billing Tools v by Y B
Meetings
Appearance

H coneains | Company Shortcuts

Session Timeout

HutDeskSess\unQﬂeuut

IVR

I Single Sign-on n
Active Directory

HIPAA Conduit Sefting

Edit Company Change Company Set Company
Business Hours Greeting Caller ID

‘1* Phone Numbers

Publish Company
Info to Directory
Assistance

2 Auto-Receptionist

LU R @ Dave | (550) 555-0012 Bt 101

RanCentral' GetHelp | Log Out
Phone System Reports Call Log Billing Tools v Gy & E

Session Timeout

Log users outafter | 30 minutes ME macuwwg
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Account Federation

Account Federation* (account linking) is a solution that
provides aset of features to support customers who are
split across different accounts, and allows account
users to find one another across accounts on all
endpoints. Large customers may have this split because
of a limit of number of users per account, or business
needs for having different accounts or billing.

Accounts are linked into a federation that includes:

e The ability to create accounts in multiple tiers,
allowing for a mix-and-match of certain feature
sets.

e A consolidated company directory.

» Non-metered extension-to-extension and direct
number dialing support in the federation.

Before setting up Account Federation:

1. Contact RingCentral support torequest accessto
the Account Federation feature. RingCentral
support will help evaluate if your account
qualifies for the feature.

2. The RingCentral support agent enables the
Account Federation feature and adds your linked
accounts within your online account.

3. Unique extensions in the federation are
preferred. If extensions are not unique, the
support agent may be able to update the
extensions number of the linked account for you
by applying a template.

4.  When the Account Federation setup is complete
all the account users can find one another across
accounts on all endpoints.

*Feature not available for all accounts. Contact RingCentral
support to evaluate if your account qualifies for this feature.

RingCentral
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Setting up Account Federation

Account Federation provides the administrator a list of
linked accounts. To access Account Federation:

1. Fromthe Admin Portal, click the Tools tab.

2. Click Account Linking.

3. Your list of linked accounts is displayed.
Federated Name helps differentiate one account

from another.

RingCentral

Phone System

newAcctFed

User ID

400153147006

400162283006

400153147014

400162286228

Users Reports

~  Company Name

RINGCENTRAL
RINGCENTRAL
RINGCENTRAL

RINGCENTRAL

Call Log

®

RingCentral

CELRL TS @) Dave | (6500 555-0012Ext 101 GetHelp | Log Out

Biling  Tools v L & B
Meetings
Archiver
Appearance
Federat Session Timeout Number Linked Date Exts Duplicating with

Hot Desk Session Timeout current account

Account Linking

AcclFedt g sion on 5724120 05152017 No

AcctFeq(  Directory Integration 3724119 051152017 No
HIPAA Conduit Setting

AcctFed001 +12106724724 05/15/2017 No

AcctFed002 +12106724141 05/15/2017 No
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. . %
Single Sign-on ;

Single Sign-on allows employees in a company to access RingCentral o O caiea e s o
multiple applications with one set of credentials. You FONSSEN e Rt < Qe Eing ook A
can work with RingCentral Customer Support to set up

Single Sign-on for your RingCentral services, or you can

Appearance
set it up by yourself. & Phone tumbers Sesson et n

[ J— | Company Shortcuts Archiver

Single Sign-on

On Windows based systems, Single-Sign-on supports 2 sutoRscepionst S ietors it SR e
the optional use of your company’s Kerberos network sen e
o i . . & o | How dol...

authentication service to authenticate clients. changs st s e —

. . . . I Set up call forwarding ! Change what callers hear
RingCentral also integrates with Google SSO, which Crange compryvoman | TSRS _
allow G Suite customers to use the Google SSO service Single Sign-on (SSO)
(offered as part of G Suite IDaaS) to sign into
RingCentraI. Google lists RingCentraI as an approved RingCentral Single Sign-on (SSO} service lets your company authenticate your RingGentral users through your company-level network login credenti

About RingCentral SSO service. Learn More
For the first time setup, please finish the configuration in order to turn on SSO for your company.

SSO app in their SAML App Catalog. You configure
RingCentral for SSO in the G Suite Admin Console and

configure the RingCentral SSO as described here. For 0 S80 Configuration
more information on configuring Google SSO with o one o e plons belor 10 581 S50 foryour compeny
RingCentral, see Google Auto User Provisioning. Set up SSO by yourself Contact Gustomer Sunpor
1. From the Admin Portal, click the Tools tab. Conieate, o iy pedrer meteckts fle o Customer support umber
. . . Contact RingCentral customer suj rt to set up SSO
2. Click Single Sign-on. Eat o PPo P
N View Detail
3. Choose an option to set up SSO: . 02 Exo0r Snvic o et s oot i
e Set up SSO by yourself: use the self-service your Federation Server.
Ul to configure the Service Provider (SP) Downioad

settings. Perform the steps in Set up Single
Sign-On by Yourself.

e Contact Customer Support: use RingCentral
Customer Support to configure the Service

Enable SSO

Enable SSO Service

Provider (SP) settings. Click the View Detail e o
link, and perform the steps in Contact
Support to Enable SSO. save

*Available for Premium and Ultimate users only.


https://netstorage.ringcentral.com/guides/google_auto_user_provisioning_guide.pdf
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Set up Single Sign-On by Yourself

SS0 Caonfiguration

Set up Single Sign-on x
TO set Up SSO by yourself’ upload your Identlty Choose one of the options below to set up SSO for your company. ‘
PrOVId er (Id P) SAM L metadata, make su re the attrl bute :v"::]duel:l: ?"e;:gezi:rg;ﬁﬂy. please upload your ideniity Provider (IDP) SAML meladata first, and then make sure the
is mapped correctly, and download the metadata for o Upload IDP metadata
. . . Set up SSO by yourself
importing it into your Federation Server: Plesse upload 3 valid SAML metadata fle
Step 1: Upload identity provider metadata file and certificate. Upload Metadata by

1. Inthe Set up SSO by yourself box, click Set Up to — .
set up SSO for the first time, or Edit to change oSe'Up i
your configuration. o

2. Upload the Identity Provider metadata from

Step 2: Export Service Provider metadata and import it into

your Federation Server. 350 General Information
either alocal file or an URL from your IdP. If the onty Provite oty 0 Conmeston protocnt
IDP entity ID has already been used by another 0 None SAML20
account, you need to contact support for S o s 2ot o et <50
manually configuration. SAML Bindings
None
Once uploaded, the information will be parsed 0 Attribute Mapping
from the metadata and displayed automatically. 550 ke ure e el a6 mapped f he somec velue i e metadita
3. Select the attribute in your metadata which Map Emsil Atiibute to
should be mapped to email on RingCentral. The tone
Map Email Attribute To menu lists all the 0 Certificate Management
attributes parsed from the |dP metadata. Fleass upload cerificate and sl the primay one
4. If the metadata already contains the certificate  Upload
information, it will show in the list. Otherwise,
add the certificates manually. You can add o s s fn e
multiple certificates, but only the ones ordered as o el Plsse pload metaa e st
Primary and Secondary certificates will be used. . - |
Click Save. Q
5. Click Download to export the Service Provider Enable SSO
metadata and import it into your Federation Enable SSO Senvice
Server to complete the configuration. dentity Provider Entity 10 550 unique 1D
6' CheCk Enable SSO Se rVice’ http://www.okta.com/fgeuigrhTGEfjdn Email

7. Click Save.

Allow users to log in with SSO or RingCentral credential
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Contact Support to Enable SSO

This section describes how you prepare the request,
and contact RingCentral Customer Support to
configure the Service Provider (SP) settings required to
enable SSO on your IDP server:

1.

In the Contact Customer Support box click the
View Detail link, and perform the steps as
described.

Get your SAML 2.0 metadata details from your
Identity Provider (IDP), such as PingFederate,
Okta, or ahomegrown IdP.

Click RingCentral Customer Support Number
and call support to request Single Sign-on setup
assistance. A support member will ask for your
SAML 2.0 metadata file and answer your Single
Sign-On questions.

You will receive an email from RingCentral
containing your SAML 2.0 SP metadata. Import
the metadata into your IdP server to complete
the configuration on your IdP.

Check Enable SSO Service.

Click Save.

380 Configuration

Choose one of the options below to set up SSO for your company.

Set up SSO by yourself

Step 1: Upload identity provider metadata file and certificate

RingCentral

Contact Customer Support

Customer support number

Set Up Cor?mg(:emral customer support to set up SSO
View Detail

Step 2: Export Service Provider metadata and import it into
your Federation Server.

gstep 1. Prepare IDP SAML 2.0 medadata

ostep 2. Call RingCentral Customer Support

ostep 3. Import SAML 2.0 Service Provider (SP) metadata

Contact Support to Enable SSO x

Please follow the steps below for the request

To set up SSO, we need your SAML 2.0 metadata details from an Identity
Provider (IDP), like PingFederate, Okta, or a homegrown IDP.

SAML 2.0 Reference

Sample SAML 2.0 metadata

Call RingCentral Customer Support and request Single Sign-on setup
assistance

A Support member will ask for your SAML 2.0 metadata file and answer your
Single Sign-on questions.

Find your RingCentral customer support number

You will receive an email from RingCentral Customer Support containing SAML
2.0 SP metadata. You need to import this data into your Federation Server.

OK
Enable SSO
Enable SSO Service
Identity Provider Entity ID S$S0 unique ID
http://www.okta.com/fgeuigrhTGEfjdn Email

Allow users to log in with SSO or RingCentral credential
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Directory Integration

Directory Integration lets you automatically provision
users from your corporate directory into RingCentral.

Active Directory

RingCentral integrates with Microsoft Active Directory
to let you automatically provision users from Active
Directory to RingCentral.

The service leverages Okta so you can perform an initial
import from Active Directory to RingCentral, and to
synchronize Active Directory and RingCentral on user
status. Users are automatically enabled or disabled in
RingCentral as they join or move around your
organization.

For more details on integrating RingCentral with Active
Directory, click here for the Active Directory
Implementation Guide.

To set up the RingCentral integration service:

1. Fromthe Admin Portal, click the Tools tab.

2. Click Directory Integration.

3. Select Active Directory.

4. Click Enable Active Directory.

5. Ifyou are not already an Okta member, sign up
for Okta by selecting Become an Okta member.

6. Configure in Okta the settings for integration
with Active Directory, and save the settings in
Okta. The provisioning process starts.

7. Review the provisioning results. You will receive
an email containing the provisioning results,
including a summary and report.

If required, edit the extensions of provisioned usersin
User Management in the Admin Portal.

RingCentral

RingCentral

Phone System Users

ﬂ Company Info

\# Phone Numbers

Q ‘Auto-Receptionist

Reports Call Log

| Company Shortcuts

Edit Company
Business Hours

Select Directory Provider (D)

@® Active Directory

4

LOLTLRE T S @ Dave | (650) 555-0012 Ext. 101 GetHelp | Log Out

Billing Tools =

Meetings

Archiver

Appearance

Session Timeout

Hot Desk Session Timeout
& Single Sign-on

Directory Integration

HIPAA Conduit Setting

Chang€ompany
Grting

Set Company
Caller ID

H S B

Publish Company
Info to Directory
Assistance

RingCentral Active Directory Integration service lets you automatically provision users from Microsoft Active Directory / LDAP to RingCentral. Okta syncs Active
Directory / LDAP and RingCentral on users status, so users are automatically enabled / disabled in RingCentral as they join or move around your organisation
Connect RingCentral user management to your Active Directory / LDAP with Okta. Enabling Active Directory / LDAP integration with RingCentral is simple, wizard

driven process.

Leamn more >

Okta Setup

Step 1: For your Active Directory to provision correctly, all email addresses should be unique within your account. Please verify there are no duplicates to continue.

Enable Active Directory

Become Okta Member

P 999

Step2: Sign up become an Okta member

Review Provision Results

If you are an Okta Customer, please login into your Okta domain URL

Step 3: Configure RingCentral Active Directory Integration settings in Okta. After saving changes, provisioning will start

Please note: If you would like pre-assigned extensions, please make sure the comect extensions are in the Active Directory / LDAP. Otherwise, extensions are
randomly assigned after pravision configuration

After provisioning is completed, you can review the results in the Okta Report section. An email with the provisioning results (including a summary and report) will also
be sent after provisioning. You will able to review successful provisioning results and any errors that may occur in the email

Managing Provisioned users

If you would like to edit extensions of the provisioned users, you can do so in the undefined's User management page.

®


https://netstorage.ringcentral.com/guides/ad_integration_guide.pdf
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HIPAA Conduit Setting*

RingCentral’s HIPAA-compliant solution ensures that
customer calls and messages are secure with
encryption in transit and at rest, along with other
features, protecting patient data and guarding against
unauthorized access to protected health information.
To activate the HIPAA conduit setting:

1. Fromthe Admin Portal, click the Tools tab.
2. Click HIPAA Conduit Setting.
3. Check the box next to Activate HIPAA Conduit
Setting.
4. Click Accept & Save. Once activated the
following occurs:
e Automatic forwarding of messages to email
as an attachment is disabled
e Business SMS is disabled from RingCentral
Phone
e Automatically delete faxes, voicemails, SMS

messages and voice recordings after 30 days.

*Available for US users only.

RingCentral

R"ngcentra' CULTURESRC S @ Dave | (6500 555-0012 Ext 101 Get Help | Log Out
Phone System Users Reports Call Log Billing Tools v Ly N B
Meetings
Appearance
E Company Info | Company ShOHCUtS Session Timeout

Hot Desk Session Timeout
IVR

single Sign-on
Active Directory

\# Phone Numbers
HIPAA Conduit Setting

g Auto-Receptionist Edit Company ige Company
Business Hours Greeting

Set Company Publish Company
Caller ID Info to Directory
Assistance

R'"ngcentm' LNLTLIENE R @ Dave (550) 555-0012 Bxt. 101 GetHelp | Log Out

Phone System Users Reports Call Log Billing Tools »

o “  Activate HIPAA Conduit Seting

By clicking above and acivating the HIPAA Conduit Setting, you are indicating the following

« You understand, acknowledge, and agree that activation of the HIPAA Conduit setting will result in automatic and
permanent deletion from your account of voicemail, fac: , and text and voice thatare
30 or more days old

« You understand, acknowledge, and agree that if any voicemail. facsimile/email, or text messages or voice recordings
that are 30 or more days old are currently stored in your account, they will be permanently deleted from your account
and such deletion may occur as soon as immediately after activation of the HIPAA Conduit setting

« You understand, acknowledge, and agree that the deletion functions described above permanently delete messages
and recerdings such that they are not retained by RingCentral in any form (including on any back up or disaster
recovery)

+ You represent that you have backed up (by saving on your own systems or media) any voicemail, facsimile/email, or
text messages or voice recordings that you wish to retain.

« You understand, acknowledge, and agree that the HIPAA Conduit setting will disable texting through your account and
aftachment of voicemail and facsimile/email messages to message nofificaion emails sent by RingCentral to you.

= You wish for all of the foregoing fo occur.

+ You acceptresponsibility for fully informing your user base of the operation and consequences of the HIPAA Conduit
setting, including without limitation the deletion and disablement functions described above.

For sake of clarily, the purpose of this Itis to memerialize your 1g of and agreement
consequences of activation of the HIPAA Conduit sefting. Nothing in this acknowledgement shall create or be con!
create any or ility for RingCentral with respect to the andlor other data sent, received

Accept & Save

S & B
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Multi-Site Settings

Multi-Site Support provides a management solution for
customers with multiple branch locations. Multi-Site
Support is available for RingCentral Office Premium
and Ultimate users with Multi-Level IVR enabled.

Accounts configured with multi-site support can enable
the Site Code feature to define adial plan for intra-site
and inter-site calling. This feature allows the
administrator to allocate account user or group
extensions for defined sites.

To enable Multi-Level IVR mode, configure the dial-by-
name directory, create at least one IVR menu and
enable the feature in Auto-Receptionist.

To enable your account to support multiple sites:

1. Fromthe Admin Portal, click the Tools tab.

2. Click Multi-Site Settings.

3. Check the box beside Enable account support
for multiple sites.

4. Configure site codes, if required for your dialing
plan. See Manage a Dial-Plan Across Sites.

Your online account can now create and configure
multiple sites. Site filters are available on pages with

site assets to allow you to view the list of assets by sites.

For more information on Multi-Site support, see:
e Create a New Site
e Manage a Dial-Plan Across Sites
* Move Assets Across Sites
e Manage Sites with Multi-Site Support
* Manage Auto-Receptionist with Multi-Site Support

e Manage Permissions in Multi-Site Accounts

RingCentral

Phone System Users Reports Call Log

| company Shortcuts

Edit Company
Business Hours

E Company Info
\# Phone Numbers

Q ‘Auto-Receptionist

Site Codes

RingCentral

o LGP @ Dave | (550) 55500126 101 GetHelp | Log Out

Billing S & B
Mestings
Appearance
Session Timeout
I HIPAA Conduit Setting n

Multi-Site Settings
‘ *r

Comparny = Set Company
eeting CallerID

Publish Company
Info to Directory
Assistance
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Create a New Site

RingCentral Multi-Site support allows you to provision
independent account configurations for your individual
sites, to enable you to uniquely register and manage
each site from your account. Once Multi-Site Support is
enabled, you can create additional sites as needed.

To create asite:

1.

2.

From the Admin Portal, click the Phone System
tab.

On the Company Info page, click New Site.

On the Site Info page, enter the Site Name, Site
Address, and Site Extension. Or, you may click
Select Site under Copy Settings from" to copy
settings from another site. Click Next to proceed.
On the Site Settings page, configure the Regional
Settings and Business hours. Click Next to
proceed.

Assign Numbers to the Site. You may assign
existing numbers or add (and purchase) new
direct numbers. Click Next to proceed.

Phone System|  Users

o=

Search sites.

ec Phone Numbars 01 Site Info 2 Site Settings.

General Info
8 auoRscaptionist
Site Name.
5 ©GnuRe)
2 Otheris)

Site Extension

30014
Phones & Devices

v 0 2 StoSetings 3 Number(s)

Regional Settings

Time Zone

(GMT-08:00) Pacific Time (US & Canada)

New Site

4 Calier ID Name

3 Number(s)

5 IVR Menu

Time Format

® 12h(AMPM) © 24h

Home Country Code User Language 0
United States (1) Engiish (US)
Greetings Language ) Regional Format
English (US.) United States
Business Hours
@ 24hours /7 daysaweek © © Customhours @
L — E
New Site
 Sita Info v SM?@ 3 Number(s) 4 Caller DName 8 IVRMenu
Ploase assign new or existing phone numbers to the site. You may ski o ing o next step.
Existing Numbers (0) New Numbers (0)
Search | AlLocations v
Show All | Show Selscted (0)
Number Location ~  Assignedto Ext.
(289) 2751346 Canada, Ancaster, ON Auto-Receptionist
(916) B36-8652 United States, Antelops, CA  Owen Wilson 8070
(916) 836-8819 United States, Antelope, GA  James Franco 8069
(904) 3234065 United States, Bakiwin, FL  Chris Stoacker 104
O (240) 3172854 United States, Berwyn, MD  Auto-Receptionist
O (18) 220-2356 United States, Bonita, CA TestQ 1

Total: 17

12

New Site

4 Caller ID Name 5 IVR Menu 8 Cost Center Code

Address.

Site Address

Please solect ~ | New

Copy Settings from
Select Sita.

8 Cost Center Code 7 Summary

6 Cast Center Cade 7 Summary

= -

2 =

7 Summary

X

RingCentral
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6. Onthe Caller ID Name page, enter the Outbound
Caller ID Name.

7. OnthelVR Menu page, select an Existing IVR or
aNew IVR.

8. Onthe Cost Center Code page, select the site’s
cost center code. For more information on Cost
Center Codes, see Cost Center Management*.

On the Summary page, you will be notified that the site
is created successfully. Click Done. You can view or edit
site information within Phone System > Company.

RingCentral

New Site X

-~ Site Info - Site Settings y No & Caller ID Name 5 IVA Menu & Cost Center Gode 7 Summary

This name alang with the phone number will be displayed to the called party whenever an outbound call is made using the local number
a5 the caller ID. Max 15 characters. Note: Does not apply to tollree numbers.

Enter the name you want the caller ID to be displayed for this site. If skipped, site’s caller ID name will be set to be the same as
company's caller ID name.

Outbound Caller ID Name:

o -

New Site %

~ Site Info ~ Site Settings + Number(s) + Caller o 5 IVR Menu 8 Cost Center Code 7 Summary

Please assign Existing or New IVR

Existing IVR New VR

Search Q
Name v Numbers Ext. Language
Belmont Main 1010 1010 English (US.)
Chicago IVR 1008 English (US.)
Denver IVA 1002 English (US.)
IVR Menu 1008 1008 English (US.)
IVR Menu 1007 1007 English (U.S.)
IVA Menu 1008 1008 English (US.)
IVR Menu 1012 TB 1012 English (US.)
IVR Menu 1015 1015 English (U.S.)
Magic_Land_IVR 1004 1004 English (U.S.)
Main IVR 1001 English (US.)

| Total: 15 1z Back

New Site X

~ Site Info + Site Settings « Number(s) + Caller ID Name v |0 6 Cost Genter Code 7 Summary

Cost Center Code Learn More

Bast coast ~ | Naw

-
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Manage a Dial-Plan Across Sites

Accounts configured with multi-site support can enable
the Site Code feature to define a dial plan for intra-site
and inter-site calling. This allows users within a site to
call each other using a short extension number, and
users between sites to use a full extension number,
consisting of a site code plus the short extension.

To set up your multi-site dial-plan:

From the Admin Portal, click the Tools tab.

Click Multi-Site Settings.

Verify that multi-site support is enabled.

In the Extension Number Length window, select

an appropriate digit length for the short

extension and the site code. The values must fall
within the limits of the full extension number
length, per the maximum extension length of five
digits.* Click Next.

5. Inthe Provision Site Codes window, the system
will suggest site codes for all sites, per selected
lengths for site code and short extension. The
User and Group extension per site will be
allocated per site code selected. Click Next.

6. Inthe Adjust Extension Numbers window,

Existing extensions that have more digits than

enabled with site code need to be adjusted or use

system suggestions. Click Done.

Ao

Extensions in the Users with Extensions view display a
site code plus a short extension. For example: Site
Code: 11, Short Ext. #: 001, and Full-Ext #: 11001.

“Note: a maximum extension length of six digits is
available on-demand for certain international cases.

Site Codes

1 Extension Number Length 2 Provision Site Codes. 3 Adjust Extension Numbers

Max Extension Length: 5 )

Site Code Length (0
2 I

Short Extension Number Length (

Site Name

Site Codes

Ext. Name Target Site Site Ext number  Type of Conflict New Short Ext.  New Full Ext.

Code  with Site

Cade

111001}

Numbsr Number

As @ pan of Ste Codes enabbng, site €x1ension

RingCentral

She Codes

Site Code Short Site Ext.  Full Site Ext
Number Number

Saws  Name Number Ext  Roles Department  Site Mg
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Move Assets Across Sites

The Change Site function of Multi-Site Support allows
you to move selected Users, IVR Menus, and Call
Queues to another site. This feature allows for
individual or bulk movement of Users, IVR Menus, and
Call Queues between sites.

Move Users across Sites

To move users between sites:

1.
2.

From the Admin Portal, click the Users tab.

On the User list tab, check the box of the users
you want to assign to a different site, and click
Change Site.

Select the site then click Change Site. Note: You
may check the option to Adjust time and regional
settings to the settings of the new site? to apply
it to the moved users.

Phone System Users|
Users With L
Q
! v Sites  w
2 RAoles

-

Roles

@ Delate + Enable » Disable O Resend Invita [ Apply Te 2

® e =  Status MName  ~  Number Ext.
L] 9dot4 Prod...  (650) 437-5.. 101
) templates
] Andrew Whita  (913) 228-1... 8072
[] Brian Bolan... (323) 388-4... 8057
L] Charlane Lin 8071
Select Site
Search Q
Site
| © Chicago
| New Site 1
| O MNewSite
Orlanda
San Jose
Xiamen
Total: 14 Show: | 25 %

Roles

Super Admin

Standard (...

Super Admin  Solutions E....

Standard (...

<

| I [ Adjust time and regicnal setings to the settings of the new site? I

»

®

Department

T

RingCentral

+ Add User 4 Download User List

€ Change Site
Site Msg. &
Company
MagicLand o/o
SoCal (Dont...
New Land o/o
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Move IVR Menus across Sites

Phone System Usars
Create your own Auto-Receptionist for your Phone System. Customize your options for effective call management. Leam More

To move IVR menus between sites: e e pRCE R,
1. From the Admin Portal, click the Phone System Bl canpeny o _ _
tab, and click Auto Receptionist. — 3 | | tonace - © VokowtsMonws | [ o+ Mow VR Morw
2. Click the IVR Menus tab. Select from the list of & Prone umer Sies .

IVR Menus and click Change Site.
3. Select the site then click Change Site.

v Numbers Ext. Language Site

=  Name
Belmant Main 1010 1010 English (U.S.) Company

Select Site X

Phanes & Devices

Search Q

Site w
Chicago

| New Site 1

O NewSite

| © Orlando

O SanJose

O Xiamen

| Total: 14 Show: |25 3 ¢ 1 >
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Move Call Queues across Sites
To move call queues between sites:

1. Fromthe Admin Portal, click the Phone System
tab, and click Groups.

2. Onthe Call Queues tab select the Call Queues
that you want to move, and click Change Site.

3. Select the site then click Change Site. Note: You
may check the option to Adjust time and regional
settings to the settings of the new site? to apply
it to the moved Call Queue.

OE Company Infa

Phone System

Call Queues Paging Only Shared Lines. Park Locations Call Monitaring

Search Q Sites v

3
M 2 ST

O Auto-Receptonist

(] Denver Test Queue Denver 3 oro
l%l 6 Group(s) r
o | Select Site N
Phones & Devices Search a
Site )
| @ Ghicago
| New Site 1
| ©  NewSite
Orlando
O SanJose
O Xiamen
Toal 14 Show: |25 & ¢ 1

| I [ Adjust time and regional Settings 10 the settings of the new site? I

= Status Name Site Numbers Ext. Msg.

RingCentral

Others

Create a call queue when you want a specific group of users to share incoming calls, such as a sales, billing, or customer support department. Learn More

+ New Call Queve

Members Availability @ ~

2/0
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Audit Trail

Find and capture changes made by users that affect
system events, configuration, and user accounts.
Admins can see the changes made to the software
without the need to contact RingCentral support.

A search tool is added so you can find information
without digging through service logs or reports. You
can check the latest system changes, add corrective
actions, see changes made by other administrators
troubleshoot anissue, and detect failed logins or locked
accounts. Only the Super Admin, the Billing Admin or
those roles assigned a custom role that enables Audit
Trail, have access to the Audit Trail log function.

This feature provides the admin with an efficient way to
control systems. It is enabled for all customers
automatically. To disable, you must contact support.

Access Audit Trail

1. From the Admin Portal, select the Tools tab.
2. Select Tools > Audit Trail.

Audit Trail captures changes to the following events:
e System events
Successful/failed login and locked accounts
(includes all clients and integrations)
e Phone System
Company Info: Company Address, Directory
Assistance, Caller ID
Phone numbers: company and assigned
Auto-Receptionist: General settings and IVR
menus.
Phones & Devices: User Phones, Common area
phones Paging devices, shared lines.
e Users:
User lists and roles

RingCentral

Phone System

Search

e [

Date / Time

05/23/2018 3:40 PM
05/23/2018 3:38 PM

05/22/2018 9:34 PM

05/22/2018 9:33 PM

Users

Reports v

Q Last 7 days

Change made by

John Smith, Ext. 101

John Smith, Ext. 101

John Smith, Ext. 101

John Smith, Ext. 101

Call Log

Billing Tools v

Meetings
Archiver

Appearance

i Audit Trail

Session Timeout

Hot Desk Session Timeout

Change madeto | ginaie Sign-on

Unassigned Directory Integration > Users
App Gallery

John Smith, Ext. 10
Developer Portal

HIPAA Setting

Sales, Ext. 401 sroups

Multi-Site Settings

) \wto-
Receptionist > General
Setlings

Company

@ John v | (415) 366-8220 Ext. 101

Change details

Deleted Unassigned Ext.

Successfully logged in

RingCentral

s K T

Business Hours changed from 24 hours / 7 days a week 1o Custom

Company Business Hours changed from Custom to Custom
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e Unified Application Admin Settings

Administrators: administrators added or removed
(First Last, Ext.)

Company settings: Enable telephone service;
Allow employees to add people (on/off); File
sharing (service, on/off) for example Google
Drive on/off, Evernote on/off, etc.; Allow Giphy
sharing (max rating) for example, Max rating of
PG-13

Data Retention: Policy set to N days

Compliance exports: Exports (on/off); Request/
download export enabled/disabled for
UserName; Download requested by Name/
email
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GBI Garny
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&F Links
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- Filen
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RingCentral

Admin

Sdministrators

Jhn Smith (ma)
N

Company Setlings

Exiakle tohiphony §EniceT

Allow emplaoyees to add people 1o Glig?

File Sharing

Allcre Gaphyy sharing?

Data Retention

Data Rotention Policy

Compliance Exports
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Audit Trail Report Details

When a particular event is captured, these details are provided in the
report:

e Date/Time - changes logged using Coordinated Universal Time (UTC)

and displayed based on logged-in user’s regional timezone setting.
Changes made by - person who made the change.

Role*- permission level of person who made the change.

Change made to - indicates which item was changed.

Item affected - indicates the configuration that was changed.
Change details - description of the change.

Endpoint*- application name.

IP Address*- application IP address.

* Indicates these report fields are only available in a downloaded comma-

delimited (CSV) log file.

Search Capability

You can search records that provide report details by time periods: Today,

Yesterday, Last 7 days, Last 30 days, Last 60 days, Last 90 days.

Audit Trail
Search Q Last 7 days 5| Mare ~
All Change by
Today < Juns - 2018 ? < July - 2018 ?
= Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
27 28 28 30 3 1 2 12 3 4 5 8 7
Last 7 days 34 5 8 7 8 4@ 2 9 10 1112 14
hEenees - Changs M o213 14 15 16 |18 18 17 18 [RIg o o
Last 30 days 17 18 18 20 21 22 23 22 22 24 25 26 27 28
072018 824 AM John Smitl
24025 28 27 2% 20 30
Last 80 days N N

07/18/2015 1:30 FM John Smitl Last 00 days

ged

ged

TR 101 PM Jdohn Smith P 1M1 Jphn Smith Pt 1M1 Swstem Fuanis = | nnin Sunrassfully Inoned

RingCentral

Search by Change

You can also search by specific change, such as a change made by a user
(Change by) or a change made to (Change to) a particular extension. This
can be done by selecting one of these options in the menu. When you select
Change by or Change to, a list of extensions is displayed for you to choose
which one of these is affected.

Q Last 7 days ﬁ More ~

[¥e]
L]
]
2]
=

All Change by All Change to lizms Affected v

Search by Items Affected

The Items Affected menu lets you select the specific event items that can
be searched. You can either select from this list or choose All.

Search Q Last 7 days. = Mare ~
All Change by All Change to ltems Affected -
Search Q
Resst Apply
o A
Date i Time ~ Change made by Change made to Chang

[ System Evenis

O71B/Z018 524 AM John Smith, Ext 101 John Smith, Ext 1| 8 Legin SuccessiFalled Suoce
[] Phone System

07182018 1:30 FM John Smith, Ext 101 John Smith, Ext 1 [J Company Info Sucoe

[l Phone Numbers
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Downloading an Audit Trail Report

Once you have searched and found information in

Audit Trail, you can download an Audit Trail report in

.csv format.

From the Admin Portal,

1
2.
3.
4

From the Admin Portal, select the Tools tab.
Select Tools > Audit Trail.

Do an Audit Trail search.

When you would like to generate a CSV file
containing the Audit Trail result, click the
Download button.

A Confirmation window appears.

To confirm, click Download.

Phone System

RingCentral

Search

Fesst

Date / Time

0782018 12237 PM

0772018 4:10 PM

Users

®

RingCentral

@ John ~ | (000) 000-0000 Ext. 000 Gatbeh | LogOut

Reports ~ Call Log Billing Tools ~ = LN 15

Audit Trail

Last 7 days i) More~ 4 Download

Change made by Change made to ftem affected Change details

Something1 New, Ext. 1101  Something1 New, Ext. 1101  System Events » Login Successfully logged in
Success/Failed

Something1 Mew, Ext. 1101 Something1 Mew, Ext. 1101 System Events = Login Successfully logged in
Success/Failed
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Introduction to Managing Meetings

Meetings contains tools for RingCentral Meetings,
RingCentral Rooms*, and RingCentral Webinar*,
including software download, configuration settings,
and viewing reports. Use Meetings to:
e Download/update software for RingCentral Rooms
¢ Add RingCentral Rooms for meeting spaces
e Manage settings for Meetings, Rooms, and Webinar
¢ View/download reports for Meetings and Webinar

System Requirements for RingCentral Rooms

You must connect and verify operation of all hardware
before installing the RingCentral Rooms software on

the Mac® and iPad® controller.

e Windows, or Mac with Mac 0S®10.9 or later

— For single monitor: Intel® Core™ i5 2 GHz
processor or higher

— For dual or triple monitors: Intel Core i7 3 GHz
processor or higher

e Apple iPad or iPad mini™ with iOS® 7 or later (as a
control)

e Camera and audio system (microphone and
speaker)

e Monitor(s)

e Requires RingCentral Office subscription
Sharing content by AirPlay requires:

e Mac or iOS AirPlay-compatible device

e Ethernet or Wi-Fi network (802.11n technology)

*RingCentral Rooms and Webinar require purchased licenses.

RingCentral
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Download RingCentral Rooms Software

RingCentral Rooms requiresinstalling software on both
the Mac or Windows machine, and the iPad controller.
The iPad controller software provides the meeting
controls for your RingCentral Rooms conference room.
The RingCentral Rooms application (available for Mac
or Windows) lets you set up your conference room for
one-touch meeting and calendar integration.

Install the RingCentral Rooms software:

1. From the Admin Portal, select the Tools tab.
2. Click Meetings.
3. Click Downloads.
4. Toinstall software for the iPad controller:
e Click Download on App Store.
e Install the software on to the iOS 7.0 or later
iPad through the iTunes application.
5. Toinstall software for RingCentral Rooms:
e Click Download for Mac or Download for
Windows.
e Install the software onto your machine.

RingCentral

Phone System

e

[cD]

Downloads

RingCentral
Rooms

5 Webinar Settings

Meetings Reports

Users

Call Log Billing

iPad Gontrolle@‘ feetings

Appearance

Reports

Session Timeout

for RingCentral Rooms

Hot Desk Session Tmeout
VR
Single Sign-on

Active Directory
HIPAA Conduit Setting

Install the iPad Controller (iOS) for
meetings controls in your RingCentral
Rooms conference room

4 1 & Downioad on App Store

RingCentral

EELTCEUTIE @ Alex | (B50) 446-5659 Ext. 101 Get Help | Log Out

L & B

RingCentral Rooms

for Conference Room

Install the RingCentral Rooms application
to setup your conference room for one-
touch meeting and calendar integration

5 4

& Download for Mac

= Download for Windows
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Add New RingCentral Rooms
Once an admin has purchased licenses, add rooms:

1. Fromthe Admin Portal, select the Tools tab.
2. Click Meetings.
3. Click RingCentral Rooms.
4. Click Add RingCentral Rooms With.
5. Select the calendar integration type:
e Google Service Account
e Exchange/Office 365
¢ No Calendar Integration
6. Enterinformation to set up calendar integration:

For Google
e Room Resource Delegate Account: the service account
that is delegated access to RingCentral Rooms data.
e Google Service Account: The service account’s email
address.
e Service Account Private Key (p12): The service account’s
P12 private key. Click Upload and select the key.

For Exchange/Office 365

e Room Resource Delegate Account: A dedicated work
email address for this room. This email must be a Pro user
under your account.

e Room Resource Delegate Password: The password for
that email account.

e EWS URL: Exchange Web Service (EWS) URL found in
EMC/ECP.

e Domain: Applies if using domain login authentication.
Enter the domain name only.

e Room Resource Account in Exchange/Office 365: The
email address of the room set up in Exchange/Office 365.

For all Rooms
e Room Name: Conference room name.
e App Lock Code: Numeric code to lock iPad settings.
7. Click Verify to test the integration.
8. Click Add. A message indicates success.

.i, Downloads

@
Ll Calendar Integration
Rooms =

IP Phone

RingCentral

Add RingCentral Rooms With Google Service Account

= Add RingCentral Rooms With

Room Resource
Delegate Account:

Enter the delegate email address

Google Service Account

C& webinar Settings

Google Service
Account:

(@ Meetings Reports

Service Account Upload
Private Key(.p12): P

Room Name:
App Lock Code:

Country United States

Add RingCentral Rooms With Exchange/Office 365

IP Phone

Calendar Integration

Room Resource

E el e address
Delegate Account: Enter the delegate email addres:

Room Resource

Delegate Password: Delegate password in Exchange/Office 365

EWS URL: | httpsi//

Domain:

optional

Room Name:

Room Resource
Account in
Exchange/Office 365:

Enter the room resource email address

App Lock Code:

Country | United States

Cancel Verify

Add

Exchange/Office 365
n  No Calendar Integration

Enter the Google Service Account email address

Edit  Delete
Edit Delete

.48085.0419 Edit Delete

Cancel Verify Add

Add RingCentral Rooms With No Calendar Integration

Calendar Integration

Room Name:

IP Phone

App Lock Code:

Country United States v

Cancel
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V|eW RoomS N YOU r ACCOU nt RingCentral @ Dave | (B50) 555-0012 Ext 101 Get Help | Log Qut
You can view all the rooms that are configured with : .
. . . Phone System Users Reports Call Log Billing Tools Do Q: IEid
RingCentral Rooms licenses in your account.
. . . Ri G | Setti Display Setti
View existing conference rooms o, Dounioats o S e
1. From the Admin Portal, select the Tools ta b. S Search by Room name Search Add RingCentral Rooms With ~
. . [wia] ing
2. Click Meetings. & oo
3. Click RingCentraI Rooms. Room Name Type ApplockCode  Creation Date Current Version Controller Version
4. Onthe Room§ tab, YO.U Can_ view a list of rooms () U i Room 2 ﬂ?ﬁ";?::r 1212 Sep 15, 2016 Eli??;a();%wm 51.99701.0719  Edit Delete
that are configured with RingCentral Rooms g s
licenses. To search for a Room name, enter a (® Hectings Repors Room 3 el sep1s20t g 0™ sq7e700708  ea peee

name and click Search.
5. Informationis displayed for each room: Add RingCentral Rooms With «

e Room Name: The name you assigned when
creating the conference room.

e Type: The type of calendar integration with
the conference room.

e App Lock Code: The numeric code that
controls access to the iPad controller
settings.

e Creation Date: The date when you created
the conference room.

e Current Version: The version of RingCentral
Rooms software installed on the Mac or
Windows machine.

e Controller Version: The version of software
installed on the iPad controller. When a
newer release becomes available, you can
click to upgrade here (or, you can downgrade
to an earlier version.)
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Manage RingCentral Rooms General Settings
You can edit general settings for RingCentral Rooms:

1. Fromthe Admin Portal, select the Tools tab.

2. Click Meetings.

3. Click RingCentral Rooms.

4. Click the General Settings tab.

5. Edit the event notification settings as follows:

e Notifications: Indicate events for which you
want to receive notifications.

e Email recipients: Enter the email addresses
that receive notifications. Use a semicolon to
separate multiple email addresses.

6. Editthe advanced settings as follows:

e Upcoming meeting alert: enable receiving a
meeting alert on the iPad controller 10
minutes before start of a scheduled meeting.

e Start AirPlay service manually: enable users
to start AirPlay service manually with the
RingCentral Rooms Mac.

o Weekly systemrestart: enable auto restart of
your computer weekly (Saturday), between
the hours of 2:00-4:00 a.m. (local time on the
computer), when no meeting is in progress.

e Display meeting list on TV: display all
upcoming meetings on your TV, monitor or
projector display. Requires meetings to be
scheduled in Google, or Microsoft Exchange.

e Automatic direct sharing using ultrasonic
proximity signal: enables the iPad controller
to generate an ultrasonic signal that can be
detected by the Meetings desktop app.

e Display end of meeting experience survey:
prompt attendees with a feedback survey.

7. Click Upload to add a background image for
RingCentral Rooms. This is animage of 1920 x
1080 maximum resolution, and 5 MB size.

8. Click Save to save your settings.

RingCentral

Phone System

@

Users

Downloads

RingCentral g

Rooms

& Webinar Settings

Meetings Reports

6 4

RingCentral

PETIITEIEA @ Dave | (650) 555-0012 Bxt 101

Billing Tools » céc

0 Meeting
Rooms OGeneral Settings Display Settings

Enter email to get following event notifications:

Get Help | Log Out

Reports Call Log

R i

Controller (iPad) disconnected

Selected mic, speaker or camera has disconnected @
Low bandwith network is detected

RingCentral room is offline

Controller (iPad) battery is low

High CPU usage is detected

ODoDoDoD@o@

Email recipients:

simon.tumansky@ringcentral.com

Use semicolon to separate multiple email addresses.

Advanced settings:

[ Upcoming meeting alert

[ Start AirPlay service manually

@ Weekly system restart

@ Display meeting list on TV

@ Automatic direct sharing using ultrasonic proximity signal
O Display end-of-meeting experience feedback survey

Support contact of your IT team:
Support Email

Support Phone

Background image for RingCentral Rooms (Max. 1920 x 1080, 5 MB)

Upload

¢ea

®
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Manage RingCentral Rooms Display Settings
& & play & RingCentral’

RingCentral Rooms supports multiple displays. The
RingCentral Rooms display settings you can configure
in this section apply to video and content display in all

Phone System

of your rooms. What users can see on each screen sy Prm I
depends on the number of participants and whether
anyone is sharing a screen. g oo

Note: to customize individual rooms, go to the Rooms
tab, click aroom name, and select Display Settings.

L@ Webinar Settings

(5. Meetings Reports

To set display settings for RingCentral Rooms:

From the Admin Portal, select the Tools tab.
Click Meetings.

Click RingCentral Rooms.

Click the Display Settings tab.

You can customize the default screen views on
one, two, or three displays. For each display
configuration, select the default screen views for
each number of participants. At least one screen
must be set to Shared Content.

6. Click Save Changes to save your settings, or click
Restore to Original Settings if needed.

uhwONE

RingCentral

VTR @ Dave | (650) 555-0012 Ed. 101

Reports Call Log Billing Tools v S & B

Rooms General Settings o Display Settings

Changes made here will be applied to all of your RingCentral Rooms

0 1 Display 2 Displays 3 Displays 9

Get Help | Log Out

Restore to Original Settings

1 participant

Share starts

o

Me Shared Content

2 participants

Share starts

-

Other Shared Content

3 or more participants

Share starts

—

Gallery View Shared Content
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Configure Webinar Settings

n"‘nQCentra' @ Dave | (550) 555-0012 Bxt 101 Get Help | Log Qut
RingCentral Webinar, an add-on for RingCentral 0
Meetings, lets you host virtual events and online Foe@Emm (= Rgmkb  Gllsy Bl ERGhER L & B
training with up to 3,000 attendees, joining from 0 Meatings
desktops, tablets, and smart devices. by Downloacs OB”“‘“"“ Appearance

Banner  Your banner is displayed at the top of | Session Timeout Upload

Hot Desk Session Timeout

RingCentral Webinar allows you to add your branding

Requirements

o g RngCentral * GIFJPG/PEG or 24-bit PNG (N0 @ yR
which is composed of a banner and a logo. The banner fooms » Dimensions: 640px by 200p (su
. . . * Your banner cannot exceed the | Single Sign-on iy 400pix.
and logo appear on your webinar registration page, - * Maximum file size: 1024K8 Active Directory
. . i . . . # Webinar Settings )
invitation and all emails. The banner, logo, registration ) ) HIPAA Conduit Setting ) Upload
. . . . . Logo Your logo is displayed on the right side s mesmersrory oo ation page, registration page,
settings and email settings can be customized in the (B vesings Repors el nleErailviategioliicchina:
. . R i 1
Webinar Settings page. S e
s Dimensions: 200px by 200px (Suggested)
The Webinar Settings page can be accessed in your o O T e e S A e
RingCentral online account. An administrator can make
changes that will be applied to all webinars. Admin
settings are treated as a default settings across the Registration settings EdE
entire account. However, when users make changes to Approval: No Registration Required
their own webinar settings in Tools > Meetings > My
Webinars, those settings overwrite default settings. Email Settings Select Email Language:  english (U ) )
. . . . Invitation Email to Panelists Edit
You can edit settings for RingCentral Webinar:
Confirmation Email to Registrants: Send upon registration send me a preview email | Edit

1_ From the Admin Portal, select the TOOIS ta b. No reminder email to Attendees and Panelists Edit

2_ Click Meetings' No follow-up email to Attendees Edit

3_ Click Webinar Settings. No follow-up email to Absentees Edit

4. Editthe settings as follows:

e Banner: upload or delete a banner image for all
webinars. The banner is displayed at the top of your
registration page and email header.

e Logo: upload or delete a logo for all Webinars to be
displayed on the right side of the Webinar topic on
your invitation page, registration page, and in the
email invitation to the webinar.

¢ Registration Settings: customize settings for how
registrants register for and join webinars.
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e Email Settings: customize different email templates

to be sent to panelists, attendees, and registrants. Regl Strati on
Registration Settings
Edit RingCentral Webinar registration settings to Registration Questions Custom Questions
customize how registrants register for and join
webinars. The current settings are displayed in Approval
Webinar Settings.
® No Registration Required
Approval Registrants just enter their email address and display name at the time of the webinar
¢ No Registration Required: When this optioniis to join.
selected, recipients will be given a URL to join the © Automatically Approve
webinar and will have to enter their name and email '
to join. Registrants will automatically receive information on how to join the webinar.
» Automatically Approve: When this option is ' Manually Approve
selected, the webinar host will not need to approve The organizer must approve registrants before they receive information on how to join
every registrant. Registrants will automatically the webinar.

receive a confirmation once registration is

complete.
Cancel Save All

e Manually Approve: When this option is selected,
the webinar host will need to approve every
registration.

To save the settings, click Save All.
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Questions and Custom Questions

Edit the Questions tab to add pre-defined questions
into the RingCentral Webinar registration. Select the
fields that will appear on the registration page and set
the required fields. Check the Required field if any
question field is mandatory.

Use the Custom Questions tab to create customized
guestions that are either short answer or multiple
choice.

To save the settings, click Save All.

Registration

Registration Questions Custom Questions

Add Registration Fields
First Name, Last Name and Email Address required.

o Field

o Address

[w] City

@ Country

o Zip/Postal Code

(=] State/Province

(=] Phone

@ Industry

@ Organization

@ Job Title

(=] Purchasing Time Frame
(=] Role in Purchase Process
@ Number of Employees

@ Questions & Comments

(] Required

Cancel Save All

RingCentral

Registration

Registration

Questions Custom Questions

Create Your Own Question

You are prohibited from soliciting confidential personal information (such as credit card
information or social security numbers) in your registration questions.

Type
Required

Question

Answer

© Short Answer ® Multiple Choice (One Answer)
I

Would you attend a similar webinar?

Yes.

No.

Maybe.

Add another answer

Cancel

Save All
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View Meetings Reports RingCentral Admin Portal ~ [ SICEEEINETY Get Help | Log Out
Meetings Reports helps administrators optimize the
. K . . Phone System Users Reports Call Log Billing Tools » H L B
operation of RingCentral Meetings by presenting usage
analysis and trending metrics in an easy-to-read
o, Downloads Daily Report

graphical format. You can view the following reports:
Show daily number of new users, meetings, participants and meeting minutes in a month.

e Daily Report: provides metrics for each day in the E——_

specified month, including the number of new Rooms Usage Report
users, meetings, participants, and meeting minutes. View meetings, participants and meeting minutes within a specified time range.
e Usage Report: two types of reports are available: pg Webinar
. . Setti I ive U
you can sort by Meetings or by users. Provides — nactive Users , ,
. e . . Show the users who are not active during a period.
metrics for a specified range of dates, including
meeting topics, participants, and meeting duration. (@ Meolings
Reports Webinar Report
e |nactive Users: provides information about inactive View registration, attendee, performance, Q&A and poll reports for webinars.
Meetings users during a period of time.
e Webinar Report: allows you to generate reports for Daily Report  Usage Report  Inactive Users
specific Webinars. Available reports include:
e Registration Report: displays a list of Fom| o7oaeote B Tof omoexots [ Go Expor
registrants and their registration details.
o Attendee Report: displays details about each hame Heetngs Pariclpanta  Meeting Mnutes
attendee. Denver Room 16 50 480
e Performance Report: displays engagement Grove Foom 10 p 310
statistics on registration, attendance and
CAOPS 13 48 480
feedback.

e Q&A Report: displays questions and answers
from the webinar.

Daily Report Usage Report Inactive Users

e Poll Report: displays each attendee poll From| 0708206 | To; o7momote [ | Go Bxpor
result.

. Name Client Verslon Last Login
Click Export to export a report.

CAOPS 4.1.50447.0513 (mac) May 25, 2016 9:03 AM
Grove Room 4.1.48992.0429 (mac) May 10, 2016 8:01 AM

Marketing Room 4.1.50686.0517 (mac) May 27, 2016 5:42 AM
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Meetings Settings

RingCentral Meetings settings provide admins and
users more granular control of the user experience of
RingCentral Meetings in their enterprise. You can use
these settings to control the enablement of new
features (default to off) to better manage changes in
user experience for users.

The following Meeting settings are available:

Admin > account level settings
Configured in: the Admin portal in your online account.

Accessed from Tools > Meetings > Meetings settings

Admin > each user setting (user level)
Configured in: the Admin portal in your online account.

Accessed from Users >(Choose a user) > Meeting > edit

User > user setting (user level)
Configured in: My Extension in your online account.

Accessed from Settings > Meetings

C& wetinar Sattings

B Meosings Setsings

In Meeting (Basic)

« Chat
W Feedback wo RingCenural
w*  Aliow host to put atiendes onheld (@

In Meeting (Advanced)

" QA in webings
" Closed caption O
w* Only show default email when sending email invites

Liosal recondang

Email Notification

« Vhen silendess pin meesng before host

Audio Options

W Allow users 1o SElEct Stere0 Sudio in their chint sentings

2rd party audio conference (D

Integration

W Google calendar
« Dmpbex
o Microsoh {Cre Drive)

HTML Email Template

W Use HTML farmat email Sr Outiook phugin (D

RingCentral

Edi

" Private chat

v Co-host @

o Aliov users 12 shane Meetings windows in desidep sharing in their chent
SRTNGE

Breakout oom (D

v Mirual sackgrownd O

v Feer o Pear connecson while only 2 people in 3 mesting (D
" Lissening ports ranga (11127 - 111400

o ABcw GRS 1 BEleCt only Signed-in UseTs can join meetings in their chant
SamEnpe

Edit

Wihen 3 meeting ks deleted

o Aliow ssers ts seiect orginal sound i ther chent satings

Edn

o Goage drive
o Bax
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Configure Meetings Settings

Table 1 lists the RingCentral Meetings settings that an admin or user can configure in the online account.

Table 1: RingCentral Meetings Account and User Level Settings

. . User Account | Webinar
Setting Default value Description Level? Level? Support?
Personal Meeting ID Sync with Only paid user can change the value of the Personal Meeting ID. | Y N N
client The value will sync to the client PMI setting. Free users can only
see the value.
Chat On The in-meeting chat allows you to send chat messages toother | Y N N
users within a meeting. This setting controls whether you can
send a message to an entire group. A user may want to forbid to
chat in his or her meeting, or an admin may want to forbid to
chatin all meetings.
Private Chat On The in-meeting chat allows you to send chat messages to other | Y Y N
users within a meeting. This setting controls whether you can
send a private message to an individual user. A user may want to
forbid private chat in meetings.
Feedback to RingCentral On User may want to hide the option "I'd like to give feedback to Y Y N
RingCentral" after each meeting.
Co-host Off The Co-host feature allows you to assign another user in the Y Y Y
meeting hosting privileges.
Allow host to put attendee on hold | Off In meeting, host can put somebody on hold. Then the person Y Y Y
who is on hold can't hear any audio from the meeting nor see
any video or sharing content, until be resumed.
Allow users to share Meetings Off As a sales and support employee, a user want to share hisor her | N Y Y
windows in desktop sharing in own Meetings windows.
their client settings
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Table 1: RingCentral Meetings Account and User Level Settings

RingCentral

. — User Account | Webinar
Setting Default value Description Level? Level? Support?

Q&A in webinar On If the option is disabled, there isn't the option for attendees to N Y Y
ask questions in the webinar. The admin may want to disable
Q&A in all webinars.

Breakout room Off Breakout rooms allow you to split your meeting into up to 50 Y Y N
separate sessions.

Closed caption Off Closed captioning allows you or another attendee within a Y Y Y
meeting to add closed captioning in a meeting or webinar.

Virtual background Off The virtual background feature allows you to display an image Y Y Y
as your background during a meeting.

Only show default email when On Allow users to invite participants by email using the default N Y N

sending email invites. email program selected on their computer.

Peer to Peer connectionwhileonly | On An admin may want to forbid a P2P connection, or restrict the N Y N

2 people in ameeting port range.

Allow users to select only signed- Off A user may want to prevent those people without a RingCentral | N Y N

in user can join meeting account from joining the meeting.

Email notification: When attend- On User can disable if user does not require a notification. Y Y N

ees join meeting before host

Email notification: When a meet- On User can disable if user does not require a notification. Y Y Y

ingis deleted

Allow users to select stereo audio | Off Enable Stereo Audio allows you to send audio in stereo during N Y Y

in their client settings your meetings and webinars, if your microphone can process
audioin stereo.

Allow users to select original Off A user may want to preserve the sound from your microphone N Y Y

sound in their client settings

without using Meeting's echo cancellation and audio-enhancing
features.
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Table 1: RingCentral Meetings Account and User Level Settings

RingCentral

. . User Account | Webinar
Setting Default value Description Level? Level? Support?

3rd party audio conference Off Once selected, 3rd party audio is exclusively used for a meeting. | Y Y N

Integration On In the client schedule page, a user can select Google calendar N Y N

- Google calendar integration. If their company doesn't use Google calendar, the
admin may think it unnecessary to provide the integration.

Integration On Cloud storage share integration in the RingCentral Phone app. N Y N

- Google drive / Dropbox / Box / If their company doesn't use the cloud storage, the admin may

OneDrive think it unnecessary to provide the integration.

Annotation On Meeting participants can annotate on a shared screen as a Y N Y
viewer. A user may want to turn off annotation.

Local Recording On Local recording allows users to record meeting video and audio | Y Y Y
locally to a computer. A user may want to turn off recording.

Play sound on join/leave (heard by | Off User may want to the chime be played on join/leave per meet- Y N Y

host or by host and attendees) ing.

Host key change Off User may want to change the host key, which can be used to Y N N
claim host and start meeting from a H.323/SIP room system.

Auto saving chat Off Auto-save chat will automatically save your in-meeting chat Y N Y
locally on your computer. As a host, a user may want to save
every chat automatically.

Remote support Off Remote Support Session allows a meeting host to remotely con- | Y N N
trol and restart a Windows or Mac computer.

Far end camera control Off Far End Camera Control allows another user to take control of Y N N

your camera and use Pan-Tilt-Zoom (PTZ) functionality of the
camera.
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Table 1: RingCentral Meetings Account and User Level Settings

Ring

look plugin

readable and capable.

. . User Account | Webinar
Setting Default value Description Level? Level? Support?
Dual camerashare Off Screen sharing a camera input allows for sharing a camera con- N Y
nected to your computer. This will allow using two cameras at
once during a meeting.
Attention tracking Off As a host, user can see an indicator in the Participant panel of a N Y
meeting or webinar if an attendee does not have Meetings in
focus more than 30s while someone is sharing a screen.
Waiting room Off The Waiting Room feature allows the host to control when a N N
participant joins the meeting.
Automatic recording Off Auser may want to start local recording automatically when the N Y
meeting starts.
Invitation email template Off A user may add some content at the end of the email template. N
Use HTML format email for Out- Off User may want to use HTML format email, which may be more N/A
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Appendix A: Express Setup for Admins
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Welcome to RingCentral

Welcome to the RingCentral business phone system! RingCentral’ Please activate your account
Once you have purchased the system, you'll receive an
email to activate.

If this is your first login, it will take about 25 minutes to

initially set up your account. As the administrator you’ll We | come tD R| ngCe ntra I

be able to add users during the Express Setup or after

you complete these steps. You will set up user profiles Thank you for selecting RingCentral as your business phone service. Please activate your account within 48
! hours to get started.

set the company greeting, operator extension, and My
Info profile. You'll also verify your regional setting,

provide emergency calling location, and setup how you . Activate Account
would like phone calls to be routed.
Note: If you leave the Express Setup without finishing, the Or copy-and-paste this link into your browser:

changes you have made might not be saved. https://service.ringcentral.com/login/main.asp?
CDBEB1210:1AC51 D001 24B7445398BCFBD319A0ABC25F26F &enc=2&aeh=2BAC31 274647

You can learn more about user features through

Knowledgebase articles. Thera's one more step to set up your company account (650) 555-0012 Yau will be asked to:
+ Change your temporary password
Activate Your Account » Register your 911 information

» Set up your account
You will receive a Welcome Email after you have

purchased a RingCentral system. Thank you for using RingCeniral.
To start your setup,

1. Open the email message.

The Welcome message appears Got Questions? The RingCeniral Support Center offers starup guides, tutorial arlicles and videos and
. ; . comprehensive search.
2. Tobeginyour set up, do one of the following:
e Click Activate Account
e Copy the link into your browser

The setup instructions continue on the following page.


https://success.ringcentral.com/RCSupportPortalKnowledgebase?ln=kb&pg=2
https://success.ringcentral.com/
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Your Account Security

After clicking Activate Account, authentication begins
with a mobile number verification.

1. Click the I'm not a robot box, then Next.

A message informs you that you'll be receiving a

phone call providing you with a verification code.

Enter the verification code.
3. Click Next.

N

RingCentral

Mobile Number Verification

Use for authentication of your mobile phone number

Maobile Number
(650) 555-0012 |
;

D 'm not a robot e
reCAPTCHA

Privacy - Terms

BN

Use for authentication of your

Mobile Number

Mobile Number Verification

maobile phone number

@ | (650) 555-0012

-

Verification code

.{ XX XX

't ring? Ti in?
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A window opens for you to enter three account security
settings:

e A password

e A PIN (Personal Identification Number)

e A Security Question and Answer

Create Your Password

Passwords and Security Questions on your online
account maintain your account's confidentiality and
privacy. The PIN is used to verify the User's identity
when checking voicemail. The Security Question and
Answer is requested by the RingCentral agent when
contacting Customer Care.

Follow the on-screen prompts. For each security
setting, certain requirements must be met. For your
convenience, these requirements are listed next to the
setting as you enter the information.

Note: If your extension is configured as a Google tagged
account, your Express Setup will have different setup
options. For information about setting up and using
Google-tagged accounts, see the RingCentral for
Google User Guide.

4. Create your Password.

Follow the requirements listed next to the Pass-
word and Confirm Password fields. A green
check mark indicates when you have met a
requirement and all requirements must be met
for the password to be accepted.

5. After you Confirm Password, press Continue.

RingCentral

Your Account Security
N E
| |
1) Login
Use to login to your account
'F‘asswnrdt [ Letter, number, special character, min & characters, no spaces
Confirm \ Please input the password again

Password:

o —

(2) CreatePIN

@:ﬁ Security Question and Answer

Password Criteria
@ Atleast one letter (|atin character)
@ At least one number (0-9)
@ Non-sequential, Non-repeating
® Noaccount information

@ One upper case letter or special
character (L@, 5 2)

@ Length 8-32 characters



https://netstorage.ringcentral.com/guides/google_user_guide.pdf
https://netstorage.ringcentral.com/guides/google_user_guide.pdf
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Set Your PIN
The next step in Your Account Security is to set your N
PIN.

6. Create your PIN.

Follow the requirements listed next to the PIN Your Account Security

fields. A green check mark indicates when you
have met a requirement. All requirements must
be met before the PIN is accepted. @ Login

You'll need this PIN when checking voicemail.
7. PressContinue.

o\
(2) Create PIN
Used to check your voicemail messages via the phone
Pin Criteria
o @ Only digits
.FIN: | 6-10 digits |
@ Non repeating
.Confirm PIN: | Please input the PIN again | @ Non sequential

@ Length 6-10 digits

& =0

'@:i' Security Question and Answer
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Set Your Security Question and Answer

The last step in Your Account Security is to select a
Security Question and Answer. a2

Note: You will be asked for your Security Question and
Answer each time you contact RingCentral Global
Customer Care. Keep a record of the question and answer

for future reference. Your Account Security
8. Select one of the questions listed in the Security

Question and Answer menu.
9. Enter your answer to the security Questionin @

the Answer field. Login
Note: Your answer must be at least four letters.
10. Press Continue.
Should you lose your password, PIN, or Security
Question, see this Knowledge Base article, “Changing a
User’s Password, Pin, or Security Question.” @ Create PIN
N . N
8 Security Question and Answer

Used to reset your password or to identify your account when contacting
customer service

Question: | What was your high school mascot? ‘ e |

. Answer. | Husky |
| g coe



https://success.ringcentral.com/articles/RC_Knowledge_Article/New-Password-Reset-Tool
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Your Company Account is now ready for setup

The next steps include setting up basic details about
your company, users, call greeting and operator.

Your company’s main number was assigned by
RingCentral at the time of purchase in System Setup. At
that time, your company number and fax number could
have been changed. You can change the company and
fax number by logging into your account after setup
and navigating to the Settings > Phone System
configuration tab.

11. Click Next.

.

aoo
gaajon
oo

Company Info

Complete basic details about your company
and users, and select your company
call greeting and operator.

My Info

Complete basic details, select your

call forwarding and voicemail preferences.

Your users will see the same view for
themselves when they set up their own
extensions.

-

You can also get help by

I iy i) nt for

RingCentral

Your account is now active and ready for setup

Review

Review your preferences and see how your
system will work when your setup is complete.

itional fi
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Setting up Users

In this step, you'll complete information about your ‘
users.

Company Info > ® My Info @ Review

e Assign user extensions
e Enable users to change their own extension
settings Users Company Greeting Operator
e Assign an operator
e Add users to the dial-by-name directory
12. Before you click Set Up Now, have information
ready, such as, first and last names, email
addresses, contact numbers, for each user.

Note: If you click Skip This Step, the setup continues to
“Company Greeting” on page 268.

As you set up users, each of them will be sent a
“Welcome Email” so they can begin setting up their
extension.
13. Click Set Up Now.
Complete these fields faor your users so that:

. vYoucan assign an extension for them
,ﬂ They can setup their own extension settings
1 You can assign them to be the operator

::2 Callers can reach them by the dial-by-name directory

’ Set Up Now

Skip This Step
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Set up User Profiles
In this step, you'll assign your users to a device.

When purchasing the RingCentral system, a number of
phones or lines were bought for your account. Here
you'll enter the details for those phones purchased.

Enter the details for each of your users. This
information is used for the company directory. Except
where noted, this information is set by the
administrator.
e First Name
e Last Name
e Email
e Enable Email to login - The email address
entered must be used for only one person and
cannot be associated with more than one
person or phone number.

If Use email to log in is not checked, the user can only
log in with their phone number.
e Contact Number
e Extension (provided by RingCentral)
e Direct Number
e Scroll down to complete each User Details
profile. Any User you do not assign at this
time can be added to the system later. Go to
the Users tab in the Admin Portal and click
Add User.
14. When you are finished, scroll down and click
Next.

RingCentral

X
User Details
All Users Assigned (1) Unassigned (9) Q,
1 First Name: Julie
Last Name: Fielding
Email: julie fielding@example.com

Contact Number:

Extension:

Phone Assigned:

Direct Number.

Use email to log in

(650) 555-0012

101

Polycom VVX311

(650) 555-0012



®
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Company Greeting

In this step, you'll set the greeting callers will hear when
they dial your company‘s main number. ‘

Company Info > @ My Info @'\ Review

The default company greeting is shown in text below
the playback controls. You can either use the default
greeting or customize it. Users Company Greeting Operator

If you choose to record a custom greeting, it can be
recorded now or later.
15. To skip this step now and record it later, click
Keep Default and go to “Set the Operator
Extension” on page 269.

To customize your company greeting, click Customize. E%j@é
e
Select RECORD OVER THE PHONE or IMPORT.
e To RECORD OVER THE PHONE, follow the
on-screen instructions to record your Com pany Greeting

greeting. When you are finished, click Next.
e To IMPORT a WAV or MP3file, click

IMPORT, then browse and attach the

filename. >

Which greeting would you like callers to hear when they dial your company number?

00:00/ 00:00 of) e
When you are finished, click Next.
"Thank you for calling Company Name.
If you know your party's extension you may dial it at
any time.
Faor the Operator press 0.
For the Dial-By-Mame directory press 9

Skip This Step
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Set the Operator Extension

When callers dial your company number and press O,
the callis routed to the extension you designate.

‘ Company Info @ My Info @ Review
Extension 101 is the Operator extension by default.
You may reassign the Operator extension to other
numbers in the system. Users Company Greeting Operator

Note: Extension 101 has specific account authority.
See the RingCentral Office Admin Guide for more
information.

16. Select Customize or Keep Default.

e To change the Operator Extension, click
Change Operator, then select a different
extension number.

¢ You can also reassign the operator extension
after setup. See the RingCentral Office Admin

Guide for instructions. Operator Extension
17. Click Keep Default.

When callers dial your company number and press 0, by default they will be routed to:

Julie Fielding

Ext. 101

Skip This Step


https://netstorage.ringcentral.com/guides/office_admin_guide.pdf
https://netstorage.ringcentral.com/guides/office_admin_guide.pdf
https://netstorage.ringcentral.com/guides/office_admin_guide.pdf
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Verify My Info Profile

For this step, you'll make sure that your own
information is correct.
18. Verify your information.
If it is not correct, update it.

e The name shown in your My Info will appear
in your company directory for others to
contact you.

e Select Use email to log in to enable login to
your account using a unique corporate email
address.

If Use email to log in is not checked, you can only log in
with your phone number.

The email address must be used for only one person and
cannot be associated with more than one person or
phone number.

19. Scroll down to Regional Settings.

RingCentral

1

@ Company Info

My Info

My Info

First Name:
Last Name:

Email:

Contact Number:

Extension Number.

Company Number.

Direct Number.

> @ My Info > @L Review

Call Forwarding Voicemail Greeting

Julie

Fielding
juliefielding@example.com
() Use email to log in

+1 (650) 555-0012

101

(650) 555-0012

(650) 555-0012




RingCentral Office | Admin Guide | Appendix A: Express Setup for Admins 271 RingCentralC

Check or Reset your Regional Settings

20. Verify Regional Settings specified for your
account. These are: Country, Time Format, and
Time Zone. )

21. Click Continue. Regional Settings

’

Country. United States (1)
. Time Format: ® 12h (AM/PM) 24h ’
Time Zone: (GMT-08:00) Pacific Time (US & Cana..

o=N
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Emergency Calling - Registered Location

The Emergency Calling - Registered Location is the ot

physical location of your phone that is using the 3 Emergency Calling _ Registered | ocation
RingCentral Digital Line. Emergency dispatchers
(Emergency Call Service) will send first responders to

this exact location. Emergency Service dispatchers will send emergency first responders to this

exact location. Where will you be using this phone?

For more information, see the Knowledgebase article,
“Updating the Emergency Address.” ’ Name
22. Fillin the Emergency Calling - Registered

Location form. United States e
* Enter your name Street Address
e Enter your country
e Enter your address Apartment/Suite
e Enter your state
e Enter your postal zip code City
23. Read the agreement describing Emergency :
Calling - Registered Location. Alabama g
24. Click Agree and Continue.
Zip code

Important: You must update this address every time you move your RingCentral
IP phone or Emergency Dialing-Enabled Softphone to a different location.

You may update the Registered Address at any time through
http://service.ringcentral.com. Please note that it may take several hours for any
address update to take effect.

Emergency calling may not be available in the event of an Internet or power
outage, or if your broadband, ISP, or RingCentral Office service fails or becomes
overloaded. VoIP emergency calls may not connect to your local emergency
operators, may not transmit your location information, or may improperly ring to
an administrative line. It is strongly recommended that you have an alternative
means for placing emergency calls available at all times.

By clicking "Agree and Continue”, | agree to the Emergency Service Terms and Conditions.

. Agree and Continue



https://www.ringcentral.com/legal/emergency-services.html
https://www.ringcentral.com/legal/emergency-services.html
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-update-your-E911-address
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-update-your-E911-address
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-update-your-E911-address
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My Info > Call Forwarding

As a user, you can set up call forwarding rules for your
extension. You can add up to 10 forwarding numbers
for each extension assigned to you and set calls to ring
sequentially or simultaneously.

In this step you'll enable call forwarding to another
number. First, note the phone extensions to which you
might want to forward your calls.

You can either skip this step or set your phone to route
your calls to another phone.
e To omit this step, click Ring only my primary
phone. Then go to “My Info > Voicemail” on
page 276.
¢ To add desk phones or a home phone (not
mobile phone, see note) to which you can
forward calls, click Yes, add phones.
25. Click Yes, add phones.

Note: If you intend to use the RingCentral Phone app,
do not enter the mobile number using these steps. The
app’s function is integrated into the RingCentral
system.

®

I»E" Company Info ® My Infa C‘)\ Review
My Info Call Forwarding Voicemail Greeting

Call Forwarding

¥ou ordered a desk phone with RingCentral. All incoming calls will ring this
phone. Would you like to add other phones to receive calls when you are
away from your desk?

Primary Phone:

RingCentral Phone
[Polycom WWX311)

Yes, add phones

Skip This Step

Ring only my primary phone
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Select additional devices (if any) you would like to ring
when you receive an incoming call to your business
number. Any purchased phone or your home number

can be selected. (") Company Info

26. Select the phone to which the forwarded call will

RingCentral

> @ My Info > @ Review

be sent. My Info Call Forwarding Voicemail Greeting
27. Enter the number of the selected phone.

Continue adding phones, by clicking Add

Additional Phones as needed.
28. Click Next.

< Add Phones 1 of 2
Please select which additional phones you would like 1o receive calls
@ 1= roycomvvxar (650) 555-0012

. (+) Add Additional Phones

*

Skip This Step



RingCentral

RingCentral Office | Admin Guide | Appendix A: Express Setup for Admins 275

Call Handling - Simultaneously or Sequentially

29. Select whether the forwarded phones ring
Simultaneously or Sequentially. — ;

e Select Simultaneously if you prefer the call o B > @ My Info > QL Review
toring on all forwarded phones at the same
time. Because of different networks, ringing
to some devices, such as mobile devices may
be delayed.

e Select Sequentially if you prefer the call to
ring on forwarded phones in a sequential
order. Arrange the forwarding order by ,
dragging up or down. < Call Haﬂdhng

30. Click Save. Which order would you like your devices to answer incoming calls?

My Info Call Forwardin WVoicemail Greeting

[~2
]
[

The setup instructions continue on the following page.
Simultaneously @ Sequentially

&

Polycom VWX311
it [B50) 555-0012

0 Home
1L {650) 555-0010

-

Skip This Step
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My Info > Voicemail

Now, set up the message your callers will hear when
RingCentral forwards your calls to Voicemail. In this
case, this is the voicemail for extension 101.

You can choose the default voicemail greeting or you
can select “Custom” to record or import your greeting.
See the default greeting text shown below the playback
button.

To keep the default greeting, follow these steps:
e Click Default.

To keep the default, follow these steps:
e Click Save and skip to “Review Your
Company Settings” on page 277.

Record or Import a Voicemail Custom Greeting

31. Torecord orimport a new greeting, click Custom.

Record your greeting over the phone, or import a
custom greeting.

e To record your message over the phone, click
RECORD OVER THE PHONE, enter a
number in Call me at field and click Call.

e To import a previously recorded message,
click IMPORT and follow the instructions.
(Use an MP3 or WAV formatted file.)

32. Click Save.

®

RingCentral

@ Company Info > @ My Info > @L Review

My Info Call Forwarding Voicemail Greeting

Voicemail

. ® Default Custom

If you do not answer the call on any of the phones you specified, the caller
will be transferred to your voicemail. Please select your voicemail greeting:

Your call has been forwarded to the voicemail for Julie Fielding. No one is available 1o
take your call. At the tone, please recard your message. When yourve finished
recording, you may hang up or press the # key for mare options.

4 } 00:00/00:00 of) em——

o I

Skip This Step
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Review Your Company Settings

In this step, you'll review the settings set up. Check that
these are correct. Continue scrolling to check or adjust

all of the settings: i -
Company's Settings ﬁ

e Company Settings

o Company Greeting ©
e Users

e Operator
e The Operator Settings

o CaII Handling Company Number
. . (650) 555-0012 (B
e Voicemail ( :)

My Company

—~————

Continue to final step.

Company Info

If all settings are correct, click Confirm Setup.

@ Voicemail

Default

» e 00000000 o e——

“Your call has been forwarded o the voicemail for Julie Fielding
No one is available to take your call. At the tone, please record your

message. When you've finished recording, you may hang up or press
the # key for more aptions.”

’ Confirm Setup



RingCentral Office |

Collaborate with co-workers and manage your phone
system from any device. Apps are available for
download that expand your ability to collaborate with
others using RingCentral applications.

You can download apps by clicking on this
page. You can also download apps from the
RingCentral website, see

Click Finish.

Continue to the following page.

| Appendix A: Express Setup for Admins 278 Rlng

Use RingCentral Anywhere

Collaborate with coworkers and manage your phone system from any device

RingCentral for Google

Productivity and communication from
your Chrome browser

Free Desktop App

Accessibility on your computer

Free Smartphone App

Accessibility away from your desk

(:’; App for iPhane RingCentral for Windows Download RingGentral for Google

IGI App for Android

Glip Messaging RingCentral meetings
Connect. Meet. Collaborate.

Collaborate anywhere
Free messaging and file sharing app
RingCentral Glip included with your service

Finel mare at glip.com Download RingCentral for Windows


https://success.ringcentral.com/RCSupportPortalDownloads?ln=all&pg=5
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Congratulations!
You have completed the initial setup of your
RingCentral business phone system.

e |f desired, click Schedule Now to schedule an
appointment with an implementation advisor
who will assist you in setting up your
RingCentral phone system.

e Otherwise, click Go to My Account to access
your account and view additional settings.

34. Click Go to My Account.

In the following pages, you'll log in to your RingCentral
account.

RingCentral

Congratulations!

You've just completed the initial setup for your RingCentral phone.

You can start using the system right away, but to make sure you're getting the most
out of your RingCentral subscription, schedule an Implementation appointment by
clicking here.

The Implementation Advisor will train, explain, guide and assist at no additional cost.

o

View additional settings, configuration options, and access your
full account to the RingCentral website.

’ Go to My Account
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The Admin Portal

. . . RingCentral @ Julie |(650) 555-0012 Ext 101 Get Help | Log Out
Your RingCentral Office Admin Portal opens. Take a Q (2}
tour of your Admin Portal page: € Prone System Users Reports Call Log Billing Tools L B
1. The Admin Portal button lets you toggle B company Shortouts

between the admin interface or the user B Soun

interface, My Extension. e
2. GetHelp lets you find answers to most of your b TR [ 1D

questions or request Support.

ope Edit Compan! Change Companm Set Compan Publish Compan

3. Menutabslead you to a tab-specific menu on the 2 AuoRoceptioris Business Hours ety Caler .nmi:iw’

left. Each tab has a different menu list. For

example, the menu list for Phone System tab is S S | Howdol...

Company Info, Phone Numbers, Auto- Change what callers hear ® 340

Receptionist, Groups-Others, and Phones and o b 86t up call orwarding © 28 @ Change What calers hoar

Devices Change company voicemail G) 133

. Set = B E
A anﬂt;:xr;oslmcanonlor calls, voicemails, (& 122 °

4. Company Shortcuts provide buttons to

frequently accessed settings e calquees 25

a Y gs- Get more help ® 134 RingCentral' —

How do | ... lists available admin-specific videos.

A featured video. Mmmmﬂ
Check the Billing tab for questions relating to

your account.

Now,

To Find Information About
e Support Videos, click here.

Knowledgebase Articles

For further instructions on these subjects:
e Signin
e Changing your password
e CallHandling
e Emergency Calling - Registered Location
¢ Voicemail Greetings

Continue to the following page.


https://success.ringcentral.com/RCSupportPortalGuidesVideos?ln=all&pg=4
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-Update-the-Login-Information-on-the-RingCentral-Softphone
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-Update-the-Login-Information-on-the-RingCentral-Softphone
https://success.ringcentral.com/articles/RC_Knowledge_Article/New-Password-Reset-Tool
https://success.ringcentral.com/articles/RC_Knowledge_Article/New-Password-Reset-Tool
https://success.ringcentral.com/articles/RC_Knowledge_Article/Call-Handling-Forwarding-Overview
https://success.ringcentral.com/articles/RC_Knowledge_Article/Call-Handling-Forwarding-Overview
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-update-your-E911-address
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-update-your-E911-address
https://success.ringcentral.com/articles/en_US/RC_Knowledge_Article/5-10-Uploading-Business-Hour-Voicemail-Greetings-of-an-extension-via-Web
https://success.ringcentral.com/articles/en_US/RC_Knowledge_Article/5-10-Uploading-Business-Hour-Voicemail-Greetings-of-an-extension-via-Web
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While You are Using RingCentral Products

We’re happy you have selected RingCentral for your business
communication needs. RingCentral provides a variety of ways for you to
learn more about our service.

Attend a Training Webinar

Designed for both administrators and users, these sessions will give you
the best practices, power-user tips, how to instructions and other valuable
information on your RingCentral system View our upcoming scheduled
Customer Training Webinars.

Post in the RingCentral Community
Share your ideas and feedback, get your problems solved, and give back by
helping others! See RingCentral Community.

Download Applications

Wherever you go, RingCentral follows. Download our applications for your
computer and smartphone to receive business calls on your mobile phone.
Download Now.

RingCentral


https://go.ringcentral.com/customer-success-webinars.html
https://go.ringcentral.com/customer-success-webinars.html
https://community.ringcentral.com/ringcentral
https://success.ringcentral.com/RCSupportPortalDownloads?ln=all&pg=5
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Appendix B: Bulk Purchase and Upload
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Introduction

RingCentral streamlines large-customer on-boarding
with bulk purchase, upload, and activation for up to
1,000 users at a time.

Let's say a customer is expanding sales offices in
multiple cities and wants to add hundreds of users and
purchase hundreds of phones for them.

The customer Administrator begins by logging into
their RingCentral Web account.

Bulk Purchase of Users

Go to Settings > Phone System. Select Users, then
select Add Users. The Account Status at the top of the
panel shows your current Plan.

e Click the button Add Users with Phones (or Add
Users without phones). First enter the number of
users who will be in a specific area code and
assigned a specific model of phone.

o Click Select State/Province and then the Area

Code or City for the phone numbers for these users.

e Click Select Phone. Review the phone devices
listed, scrolling down to see all devices.

e Click Select next to the phone type to be purchased
for these users. Then, click Add Users to add them
to the Your Selection list at the bottom of the page,
which shows your order.

continued on the next page...

RingCentral
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Repeat this process to add users in a different area
code, or to add users with a different phone model:
enter the number of users, select the state and area Account Status ourplaec 219 Users
code or city, then select amodel of telephone. Click Add BT »

Users each time.

Add Users and Phones

Users available for purchase £ setup 1

Add Users:
. . I e e
As you build your order, your Selection shows the

details at the bottom of the screen. Add nurmbor of Wser i the S8me 898 cove wih the Same phones

e Now click the button Add Users without Phones. bl WAl

Akd Phong Nurmsrs Select SteProvince ' Select Aea CodeiCity

e Select a location (State/Province and Area Code/
City).

Addd Phongs Selact Phona
Repeat this process until all the users, with or without
phones, in various area codes, and assigned various

phones, have been ordered.

. . . . Your Selection:
e Review the order in the Your Selection list for

accuracy.

Humbar of Users Location Aroa Code Fhana Phones [One-tima)

3 (50 - Califomia _ Cigco SPA-300 Desk Phons $357.00 (3 X 5119.00
I= m

Your Selection also shows the running total of recurring - -

or monthly charges for users and one-time charges for
phone devices.

s O el include laces, feas and provales:

Onix Tima Charges Cuantity Subvaodal®
Phones q LIET

e When ready, click Next. (If the city or area code you R -
seurring Charges b1t

selected for a group of users doesn't have enough Harw Uisars with Phones 1841988 §1,25964

phone numbers available for this order, you will get Today's Estimated Total*: §1,516.54

a pop-up error message at this point.
I CED

e Click Edit to select another city or area code.)

Contact your sales representative if you're having
trouble.
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On the Shipping page, check and, if necessary, update
the account information displayed, including the
shipping address if you ordered phones, and choose a

Shipping

shipping method. Ship attention to My Company Please select your shipping option
. . : : §$18.
For Ground delivery, please allow five to seven days. Select Address 123 Main Street W  f g
Note: Each order can be delivered to only one add By
ote: Each order can be delivered to only one address. Shipping Addres i
. v ppng A NN OVERNIGHT: $52.95
To deliver phones to several addresses, enter separate
orders for each address. Flease allow 5-7 business days for Ground delivery
e Click Next. On the Review and Submit screen you City San Matea
can review your total phone order and all costs
including Taxes, Charges and Fees, and Shipping. State/Province California R
e Click the Back arrow if you want to revise your ZipPostal Code 94404
order. If satisfied, click the Acknowledgment box at
the bottom of the page, and then click Next. Country United States A

An email confirmation of your order will be sent to the m
. Next
email address for your account.

w | acknowledge that | have read this information and understand the itemized charges listed above. | authonze the total amount of §1,623.89 to
be charged to my credit card ending in [*1111). | further authodize the annually recuming charges of 51,259 64 beginning on T/30/2014 and
continuing until canceled, which is in addition to my regular charges

* Praced 3o nol Bclds taxes of fees
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Bulk Upload of Users

A customer who wishes to activate a large number of
purchased users at once should contact their Sales
Agent for assistance.

Enable Users

You have 18 Users to enable.

it you already have a hilled out template please proceed to Step 3
Rather than entering users' information one user at a - -

time, the Sales Agent will use a template file to upload otep 1. Gel Template

and activate up to a thousand users at a time.

The Sales Agent accesses the customer account Divwmiload
through the sales administrative screen, and can review
the account with the customer.

or Email Send

Step 2° Fill Out Template

The agent's template file will contain all the Unassigned
User phone numbers and extensions currently in the

customer account. t ; l
The customer must provide the data on the users to j
assign to each number or extension: user name and

email address, and for users who will be assigned direct Step 3: Upload File

lines, emergency location information such as street

address. Browse

The Sales Agent can assist the customer in providing m
the correct data.

The customer can send this data to the Sales Agent to
be transferred into the template and make necessary
edits. Or the Sales Agent can email the template to the
customer to be filled out and returned. The template
contains instructions for proper use.
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Activation of Users

The Sales Agent checks the finished template to ensure
that the customer's users are assigned to the area
codes and Direct Lines or Extensions desired by the
customer. The Sales Agent will also ensure that users
with direct lines provide the required E911 address
information.

Once the template is completed and checked, it is
uploaded into the system for processing. The system
generates a preview, with problem areas highlighted on
the screen inred, and an Errors column spelling out the
problem with any field that needs to be corrected.

Common errors include:
e Missing required information
e Bad email addresses (usually typos)

e Using a postbox address where a street address is
required Duplicate extensions.

The customer or the Agent downloads the file, corrects
the problems, and re-uploads the file. (Don't edit out
the Errors columns; that is handled automatically.)

Once the template has been processed and checked,
and found to be correct, the Activation process begins.

The Sales Agent will enter one or more email addresses
that will be notified when the processing is done.

RingCentral

Activate Your Extension

Your password must be all numbers, between 8 and 10 digits, may not
nclude repeating, sequential or olher easy to guess password (such as
111111111, 12345678, 11223344, 12121212). or malch any of your
personal of account information

TIP: A good password is ene thal s personal and easy for you 1o
remember. A good example is an important date in your ife like a birthday
of anniversary in the formal MMDDYYYY

Enler password

Retype password

Security Question

Please select one g

ANSwWEr
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Appendix C: Multi-Account Access
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Account Management Portal

The Multi-Account Access feature increases the
efficiency of multiple account management for those
administrators who manage multiple accounts, or who
support multiple clients. From the management portal,
you can easily switch from one account to another. The
portal provides a consolidated view of all accounts,
while they remain separate entities. The Multi-Account
Access feature:

e Centralizes access for customers with multiple
RingCentral accounts

o Allows them to link all of their accounts in the
Accounts Management portal.

e Allows company admins to access their RingCentral
accounts from a single log in.

o Allows administrators to view services for all
accounts from a single location.

To access the management portal:

1. Gotoaccounts.ringcentral.com.

2. Select Sign In to use RingCentral credentials.

3. Enter your credentials for an account using one
of the available options.
If configured, you can enter an email address or
Google account email address as your user ID.
See Use a Corporate Email Address to Log In and
Use a Google Account to Log In.

4. Click LogIn.

Or, to access the portal using Salesforce:

1. Click Salesforce Account.
2. Enter your Salesforce credentials.
3. Click LogIn.

@ Multi-Account Access X

&«

Cc 0 | 8 Secure \ https://accounts.ringcentral.com/#/login 1'.‘r| G

RingCentral

Accounts Management Portal

Have a RingCentral Account?

Or Sign In With

A RingCentral Partner Account

& Salesforce

0 ¢

RingCentral

RingCentral

Sign In

== . 1(650) 555-0012
Extension (Optional) 0]
Password

Forgot Password?

Or Sign In With

=4 Emall & Google &) Single Sign-on
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Manage Linked Accounts

You can manage any number of accounts from the
account management portal. Each page in the portal
can display up to 20 linked accounts, and different
pages are identified by page numbers.

Rl_ngceﬂtra' John Smith | Logout

Manage Linked Accounts

To add accounts to the portal: . - - ' 2 Link Account
1. Click Link Account. Manage all the RingCentral accounts that you have access to.
2. Enter credentials of the account. .
3. Click Logln. _ _
(O Account Name Main Number Owner Ext. Service Status &
4. Repeat for each account to add.
. New York 846-0010 John Smith 102 ©
To unlink an account: ’D = eag) onnsm
Chi B866) 410-0001 i 101
1. Select one or more account(s). O Chioago s S inbound Cal °
2. Click Unlink selected account. O London +44(118)250-0001  Michael Hr:fman 301 Outoound Gal ®
3. The account is removed from the view. Desk Phones (]
. . L. O Canada (587) 404-0140 Charlie Lee 101 RingCentral for Desktop @
To edit the account name with descriptive text: o | °
. L. . (0 San Francisco (866) 410-0004 Abby Brown 101 service.ingcentral.com
1. Click the Edit icon beside the account. Inbound Fax ®
2. Enter the new Account Name. O Leek +44(118)762-0008  Jennifer Albertson 301 OutboundFax ®
3. PressEnter.
O Austin (888) 846-0010 Francisco Mendoza 101 Inbound SMS o
To search for an account, enter text in the search field. Outbound SMS o

To scroll between pages, click controls at bottom right.

Total: 1998 .Showw: 1 23 4 5 6 7. 200 »

Access Accounts

The account management portal allows you easily
launch the Admin Portal for any of your accounts,
avoiding the complexity of logging in to multiple
accounts.

To trigger a login to an account:

1. Click Open beside the account.

2. Anew browser tabis launched and you are
automatically logged into the Admin Portal for
the account.

Manage your account as normal.
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View Service Status

The account management tool reports status for the
following services:

e Inbound Calls

e Outbound Calls

e Desk Phones

¢ RingCentral Phone

e service.ringcentral.com
e Inbound Fax

e Outbound Fax

e Inbound SMS

e Outbound SMS

Service status is refreshed automatically every three
minutes. Service status details and the date of the last
refresh are displayed when you hover. To manually
refresh the service status, select the Refresh icon:

C

An abnormal service status results in the display of an
error reason when you hover on the status. The
following statuses are reported:

° Green: The service is available.
e Red: The service is unavailable.

o Grey: Service status has not been reported.

Yellow: Thereis an error related to the service.

RingCentral

Inbound Call

Outbound Call

RingCentral for Desktop

o
o
Desk Phones (]
<
)

service.ringcentral.com

Inbound Fax ”
OutboundFax , —
Inbound SMS °

12/14/2015, 6:48 pm
Outbound SMS o 2/14/2015, 6:48 p

Last refreshed on 12/14/2015, 6:46 pm
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