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The RingCentral app allows you to seamlessly transition between team messages, video meetings, and
phone calls on the web or your desktop and mobile device, allowing you to connect with others wherever
you are. The main features of the RingCentral app include:

Message
Video
Phone
Contacts

Messaging notification apps and app integrations

Requirements
Desktop System Requirements

e Windows 10 or later
e MacOS X 10.13 High Sierra or later
e Intel Skylake-class 6th Geni3,i5,i7 processor or newer / AMD Excavator-class (2015) processor or
newer / Apple Silicon
e 8GB of RAM or more
e Internet bandwidth requirements:
o For 1-on-1video meetings, imbps download, and upload or more
o For 1to many meetings, 1.5mbps download, and upload or more
o For 1to many meetings using virtual background feature, 2mbps download, and upload or
more
o For audio-only meetings (camera stream turned-off), 512kbps download and upload or
more

Web System Requirements

Google Chrome: Version 78 or higher
Mozilla Firefox: Version 68 or higher
Safari: Version 11.1 or higher
Microsoft Chromium Edge 80 or higher

RingCentral app components

This seamless transition between calls, meetings, and chat is made easy by the side menu bar, which you can
use to navigate between the following main RingCentral app components: Message, Video, and Phone.

Let’s review what you can do with each of these main components.

© 2023 RingCentral, Inc. All Rights Reserved
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Message

With the Message feature, you can:

Communicate with others one-on-one or in a team
Add GIFs and code snippets
Invite and communicate with guest users (users outside of your company) for free

Share links and files
Create and manage tasks for yourself or others
Share important events to keep your team members informed of your activity

To learn more about what you can do with messaging, visit Intro to Message in the RingCentral app.

Apps

Company
settings

&

Settings

@
Resource
Center

(@ Mentions
M EBookmarks

SHOW UNREAD

* FAVORITES
Weekly Report
Content Planning
Company
Calendar updates

® Buck Strick (me)

A& DIRECT MESSAGES
¢ Joe Hall
#® Dulcinea Dunn
Dulcinea, Jack
® Jack Manning
12 TEAMS
Finance
Preoduct Team

Jupiter Account

B2 Newfolder

>

Start chatting!

Invite your teammates to chat, meet, and share their

+ i

work. All you need is their email addresses.

N
(@ Invitebyemail> (@ Shareinvitelinkj
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Video

With the Video feature, you can:

during a meeting

Begin, join, or schedule online meetings directly in the app

Broadcast meetings in HD quality to your computer or mobile device
Easily switch between your desktop and mobile device while in a meeting
Join audio through your computer or by dialing in using domestic and global numbers

Share your screen, record, share, and playback meetings, and chat with other meeting attendees

e Integrate your Outlook or Google calendar to join and manage meetings scheduled in your calendar

5§ Strick Panes Company ¢ >  Q Search

[« VIDEO MEETINGS + A . .
[ Upcoming meetings
Message Upcoming meetings
L Past meetings
Video
& © RECORDINGS AND SUMMARIES ~ ~
Phone
B Allrecordings
Fax My recordings
O Shared withme
Text
Contacts
More
Apps
Company
settings
Settings
@

Resource
Center
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Hi Buck,

‘Welcome to your meetings center!

(=h S| 2]

Start Schedule Join Share in room

Your personal meeting ID: 811-256-252 O [J }

Pro tip: Connect your calendar % Signin with Microsoft

Connecting to your calendar allows you to see all your
video meetings and join them with a single click from this
page.

G Signinwith Google

8& Signin with Exchange
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Phone

With the Phone feature, you can:

Make or receive calls at any time locally or globally with service in over 100 countries
Use your carrier minutes, WiFi, or cellular data without dropping a call
Protect your data via RingCentral’s encrypted and redundant data networks
Send SMS and MMS text messages and online faxes
Review call logs, including missed calls, call recordings, and voicemails
o Youcan also bulk delete call logs.
Perform call controls such as Call Flip, call switch, call transfer, and call park
e Easily navigate to the dialer from the main Phone menu.

To learn more about what you can do under Phone, visit Intr Phone in the Rin

“?o RingCentral,Inc. < >

&7 Phone
e Recents @ Vaoicemail @ Recordings HUD Conference
C,o S Filter call history All Missed
\Q Enter a name or number
oy ElainaZhang Ext 15007  Outgoingcall - 6min28sec Yesterday, 5:05 PM
* iy ElainaZhang Ext.15007 RF Missed call Yesterday, 5:03PM 1 3[ u3:
y ElainaZhang Ext.15007 Q¥ Incoming call - 3min11sec Vesterday, 4:56 PM 5
GHI JKL MNO
* Yy ElainaZhang Ext 15007  Missed call Vesterday, 4:51 PM
f ¢ . : Pars Twv Wiz
<y ElainaZhang Ext 15007 Q¥ Incoming call - 2min3sec Yesterday, 4:42 PM
e KevinHsu Ext 13842 & Missed call Yesterday, 10:16 AM k Q #
@ KevinHsu Ext 13842 QX Missed call Yesterday, 10:16 AM °
9 Kevin Hsu Ext 13842 ' Missed call Yesterday, 10:16 AM
From: (888) 528-7464 w
e KevinHsu Ext 13842 Q' Missed call Yesterday, 8:05 AM
& @ KAISER FOUNDATI (0 (650} 742-3811 Q' Missed call Yesterday, 2:28 AM
®
@ ;
Z Editcalllog
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Contacts

The Contacts interface allows you to:

e Access adirectory of all your RingCentral account users (both co-workers and guest users) and
personal contacts, and organize your most frequent contacts in a Quick contact list

e Review alist of all your company’s RingCentral app teams

e View auser’s profile and perform app actions such as sending a direct message, starting a video
meeting, and calling

e Manage RingCentral app users and guests (if you're a RingCentral app admin)

o Connect your personal contacts from Outlook, Google, and your mobile device

. Strick PanesCompany ¢ > Q Search
22 CONTACTS + ~ =
()l All contacts © ¥ Filterall contacts 5 B K
Message All contacts
VE]u Company Quick contacts Manage
deo
g | o eo0o Qe O
Phone C ) O
Q Personal Joe Dianne Buck Matt Add
Oth
e £t All contacts
B Quick contacts
Fa @ ATET Test Account 1B
9 172 TEAMS +oA
Contacis Allt
eams : :
- @ Aviana Davis Ext 14405
More My teams
Public teams @ Buck Strick (me) £ut 14101
Archived teams
Buck Strickland (_Guest )
5} o TEAM ADMINISTRATION ~ ~
i Public teams
) Caﬁl Queue Test et 11001
Company Private teams Call queue
settings
{‘é} Call Queues Test Two -
2 Call queue
Settings
@ o
oo o

Center
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Messaging notification apps
With jntegrations, you can:

e Shorten sales cycles with popular CRM integrations
e Enhance the delivery of customer support
e Boost user efficiency with cloud file-sharing services

To learn more about what you can do under Apps, visit Intro to RingCentral app integrations.

© 2023 RingCentral, Inc. All Rights Reserved
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Downloading and installing the RingCentral app

Downloading and installing the app for Windows

1. Navigate to the RingCentral downloads page.
2. Inthe RingCentral App row, select the download link for Windows.

3. Allow the download to finish and then select the downloaded file to Run the installation file.

Once the installation has completed, you will see the RingCentral app’s icon on your taskbar.

RingCentral Support Login

MyRingCentra Producis v Community Resources v University Contact System Status

RingCentral Downloads

Work together. From anywhere.

Team messaging, video meetings and phone - all in one app.

Get the new RingCentral app

Download for Mac Download for PC

Let's kick this project off

o SR m S e = o=

RingCentral App 21310 7N4r21 64-bit (EXE) Download Download Download Open
Desktop, Mobile & Web @ 64-bit for IT (MSI - Non Auto
Update)

We've re-built the RingCentral desktop app with faster load time, enhanced searches, and many more improvements!
The previous app. now RingCeniral Classic, is still available for download. Not sure which RingCentral app you are using? Click here to leamn more.

RingCentral Classic App 20430 1210/20 64-bit | 32-bit Download = = = Open
Desktop & Web @ 64-bit for IT (MSI) | 32-bit for IT (MSI)
Retiring scon

Teols to transition to RingCentral Video

RingCentral Scheduler 21222 8/17/21 Enabl Enable

Launching the app silently

Once you install the RIngCentral app on your Windows computer and open it for the first time, you can
right-click the window and select Launch in background. The app will open on system start in the
background.

© 2023 RingCentral, Inc. All Rights Reserved
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Checking the chip on your Mac computer

Before downloading the RingCentral app on your Mac computer, check first which chip it has.

> OwbdpR

At the top left, click the Apple menu.

Select About This Mac.

In the Overview tab, look for Processor or Chip.
Check if it says Intel or Apple.

Depending on the chip your Mac has, follow the steps below on downloading and installing the RingCentral

desktop app.

Downloading and installing the app for Mac with Intel Processors

PODNE

o

Navigate to the Rin ntral downl

In the RingCentral App row, select the download link for Mac with Intel Processors.

Open the installer package after the download completes.

For users, select Install for me only. For admins, select Install for all users of this computer and
then click Continue.

Select Install.

Verify that the application is in the Applications folder.

Downloading and installing the app for Mac with Apple Silicon Processors

No v~ ODdR

Navigate to the RingCentral downloads page.

In the RingCentral app row, select the download link for Mac with Apple Silicon Processors.
Open the installer package.

For users, select Install for me only.

For admins, select Install for all users of this computer and then click Continue.

Select Install.

Verify that the application has been placed in the Applications folder.

© 2023 RingCentral, Inc. All Rights Reserved
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RingCentral
Sign In

Email or Phone Number

Next
Or sign in with

$ Google &) Single Sign-on

New to RingCentral? Sign up here

Logging in to the RingCentral app desktop and web

1. Launchthe RingCentral app on your computer
OR
Navigate to app.ringcentral.com.
2. Click the Signin button.
3. Select your preferred sign-in method from the login page:
a. RingCentral sign-in form
b. Google
c. orSingle Sign-on

Logging in using your preferred login method

Your login options include:

e RingCentral login form: Use this login method to sign in using your RingCentral credentials.
e Google: Use this login method to sign in using your Google account credentials.
e Single Sign-on: If Single Sign-on is enabled on your account, use this login method to sign in using

your Single Sign-on credentials.

© 2023 RingCentral, Inc. All Rights Reserved
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Logging in using the RingCentral sign-in form

1. Enter your RingCentral email or phone number.

2. Select the Next button.
3. Ifyoulogged in using your phone number, enter your extension number in the Extension (optional)

field.
Note: You may need to specify your extension if you share the same phone number in your account

to avoid logging in as a different user.
RingCentral

Sign In

Direct, Fax or Main Number

-

Extension (Optional)

Password

Forgot Password?

New to RingCentral? Sign up here

4. Enter your password.
5. Click Signin.

© 2023 RingCentral, Inc. All Rights Reserved
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Logging in using your Google account

If you have logged in before using your Google account credentials, select your Google account from the
login page to log in automatically.

If this is your first time logging in:

1. Enter your Google email address or phone number.

G Sign in with Google

Signin

to continue to ringcentral.com

Email or phone

Forgot email?

Create account m

Click the Next button.

Enter your password.

Click Next to navigate to a page requesting access to your Google account.
Click Allow to sign in.

ok~ wbd

Note: If your Google account has been provisioned with Google G Suite, you may be redirected to the
Google G Suite login page. Enter your login credentials, and then click Sign In. Visit Enable Google Cloud
Directory in the RingCentral Online Account to learn more.

© 2023 RingCentral, Inc. All Rights Reserved
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Logging in using Single Sign-on

1. Click the Single Sign-on button.

Ring
Single Sign-on

Confirm your email to sign in

[J Remember email

Enter your email to confirm your identity.

Click Submit to redirect to the RingCentral Single Sign-on page.
Enter your Username and Password.

Click Signiin.

oD

In-app activation

After you sign up for a RingCentral RingEX account, you will receive an email that contains an activation link.
Navigating to this link will prompt you to set up your account using the Express Setup. The Express Setup
will assist you with setting up your company details and phone system.

Once you are finished setting up your account via Express Setup, one of the following things will happen:
e The RingCentral app will launch if you have it installed on your computer. Confirm that you'd like to

open the desktop app.
e You will be prompted to download the RingCentral app, or you can choose to continue to the web

ion of the RingCentral app.

Your RingCentral RingEX account activation will finish in the RingCentral app, and you can choose how to

login.

© 2023 RingCentral, Inc. All Rights Reserved
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The RingCentral app for desktop and web is divided into several sections: the top header bar, the side menu
bar, the left pane, and the center pane.

Some of the information in each section may change depending on which part of the app you are in, but the
left navigation bar and the top header bar sections stay the same no matter where you are.

Left-hand navigation bar

Depending on your permissions, you can navigate between the following features in the left-hand navigation

bar:

»
Message

[

Video

&

-l
=
=]
=)
m

O

]
>
-+

cf

bl
o
=

©

Contacts

More

e

Apps

@

Settings

@
Resource
Center

Mentions
SHOW UNREAD
W FAVORITES v
B8 MANAGEMENT v
B TEAM v
O v
& Workspace ~
— Customize
« [EAMS + v

2 Newfolder

© 2023 RingCentral, Inc. All Rights Reserved

Message: Send and receive messages, create and
collaborate in teams, share files, and create tasks.

Video: Start, schedule, and join meetings, manage
recordings, and view upcoming meetings.

Phone: Make and receive phone calls, send and receive
text messages, manage your call history, and listen to your
voicemails.

Contacts: Add, view, and manage RingCentral app users,
including administrators, co-workers, and guest users. You
can also create, view, and manage teams. Note: You can
connect your Google personal contacts and connect your
Office 365 account here.

Tasks and more: Add, view, and manage your tasks,
events, files, and notes

Analytics: Only available as an administrator; select the
bar graph icon to navigate to the RingCentral RingEX
analytics portal.

Apps: Integrate third-party apps from the RingCentral
App Gallery to receive custom notifications and alerts.
Settings: Configure your RingCentral app settings,
including settings for notification and sounds, Message,
Video, and Phone. You can also sync your calendar and
view the app’s available keyboard shortcuts.



https://support.ringcentral.com/article/intro-ringcentral-app-message.html
https://support.ringcentral.com/article/intro-ringcentral-app-video.html
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https://support.ringcentral.com/app/users/desktop-web/intro-users-ringcentral-app.html
https://support.ringcentral.com/app/users/desktop-web/adding-personal-contact-ringcentral-app-desktop-web.html
https://support.ringcentral.com/app/users/desktop-web/connecting-microsoft-google-calendar-ringcentral-app-desktop-web.html
https://support.ringcentral.com/article/Intro-RingCentral-App-Workspace.html
https://support.ringcentral.com/article/intro-app-integrations-ringcentral-app.html
https://support.ringcentral.com/article/Intro-RingCentral-Mobile-App-Settings.html
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Top header bar

The top header is always available at the top of the app and contains (from left to right):

Your company name
Back and forward arrows to navigate to the page you visited previously

A search bar to search for messages, users, groups. and teams in your company
A dialpad to call colleagues or external numbers. Note: You must have telephony enabled on your

account for this feature.
e New actions button to perform quick actions (depending on your permissions):

(@]

(@]

O O O ©O

Send a new message: Send a new message to someone.

Create a team: Create a new team.

Start a video meeting: Start a RingCentral video meeting. You can add participants once in
the meeting.

Schedule a video meeting: This opens a window for you to schedule a new meeting.

Send new text: Send a new text message.

Send new fax: Send a new fax.

Invite to RingCentral: Hover over this setting to reveal a set of options for inviting new
users to the RingCentral app. Options include By email, By text, and By sharing a link:

e Your profile menu. Click this to reveal the following option:

o Profile: Select View profile to open your profile and make changes to your information and
profile picture

o Status: Select Share status to create a status to share with others and Clear status to clear
your existing status

o Presence: Set your RingCentral app presence by hovering over your current status and
selecting from a list of options from a dropdown menu. Options include Available, Do not
disturb, and Invisible.

o Forward all calls: Enable to forward all incoming calls to a voicemail, coworker, external
number, call queue, announcement, IVR menu, or other locations.

o Accept queue calls: Available to admins and users that are part of a call queue, click the
Accept queue calls toggle to enable or disable this option

o Manage account: Only available to admins; this opens the RingCentral online account, so
you can manage your settings

o Sign out: Select Sign out to log out of the RingCentral app

Bs, Strick PanesCompany < > Q Seach (1 W+
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Left pane

No matter where you are in the app, you'll find a left pane that allows you to navigate through the main parts
of a particular menu option. However, the contents of this pane will differ depending on which menu option
you're using.

For example, in Message, this left pane contains a list of all direct messages, groups, and teams you have
open.

Quick creation

An important feature of the left pane is the quick creation plus button. Clicking this button will create an
item associated with that section.

BS, Strick Panes Company Q Search

B+ VIDEO MEETINGS . .
Upcoming meetings

Upcoming meet Siart a video meeting

Past meetings

% ) RECORDINGS AND SUMMARIES  ~
Phone

E All recordings

i My recordings

D Shared with me

Text

Center pane

Finally, each page in the app has a center pane, where you will spend most of your time interacting within the
app. The center pane will differ depending on where you are within the app.

For example, in Message, the center pane is your message thread containing the history of a particular

conversation. In Video, if you're on the Upcoming meetings page, this page will contain a list of scheduled
meetings for the day as well as action buttons to start, schedule, or join a meeting.

© 2023 RingCentral, Inc. All Rights Reserved
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Navigating the Contacts menu

You can view and manage all your company’s RingCentral app users and any teams you have created via the
Contacts menu, including all co-workers, guest users, and admins.

Note: Guest users can only view RingCentral app users that they are in conversations with. If they’re not in a
direct message, group, or team chat with a user, then they will not see that user in the Contacts menu.

You can access the Contacts menu by clicking the person icon via the left-hand navigation bar.

Bs, Strick Panes Company < > Q sach

& & CONTACTS o All contacts ¥ Filter all contacts & B Kk
VE]:) Company Quick contacts Hane
Guests @ @ @ @ @

Phons Personal " i 9 9

Q Joe Dianne Buck Matt Add

Text Utheo All contacts

5 Quick contacts

fox @ AT&T Test Account IB

e 5t TEAMS + oA
Contacts
All teams

= @ Aviana Davis Ext. 11105

More My teams
Public teams @ Buck Strick (me) Ext. 11101

Archived teams

Buck Strickland |
s:} 2o TEAMADMINISTRATION A
Apps 5
Public teams
oA Call Queue Test Ext. 11001
e Private teams Call queue
settings
o) Call Queues Test Two Ext. 11002
5 Call queue
Settings

@
Resource .’

Center
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Left pane

In the Contacts menu, the left pane contains the main navigation tabs that will take you to the major pages
under Contacts. This pane is divided into two collapsible sections: Contacts and Teams.

Contacts

The Contacts section in the left pane contains the following tabs:

e All contacts: A full list of your RingCentral account contacts

e Company: Contacts whose email addresses are on your company’s private domain

e Guests: Users who do not work at your company but have been invited to collaborate in a team
conversation

e Personal: Your personal contacts, including contacts you have added in the RingCentral app and
contacts you have synced from your Microsoft and Google accounts

e Other: Contains a list of group extensions on your account, including call queues,
announcement-only extensions, message-only extensions, and shared lines.

e Quick contacts: Allows you to manage your frequent contacts.

22 CONTACTS + A
Company
Guests
Personal
Other

Quick contacts
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Quick contacts

With the Quick contacts feature, you have a dedicated place to easily access your most frequent contacts.
By adding people to your quick contacts list, you don’t have to search for them whenever you need to

contact them.
28 CONTACTS + A~ .
() Quick contacts
Message All contacts
Dﬂ Company o Timothy Doe
Video
% Guests
Phone Personal o Anthony James
Contacts Other
- IR Q o
More -

After adding people to your Quick contacts list, you can access their profiles from the top of the All contacts
tab. You have access to the first 10 quick contacts, and if you want to access more, you can click Manage.

22 CONTACTS +

~
(] Allcontacts C ¥ Filter all contacts 2, =7
L Company Quick contacts Manage
Video
I 0002006066 00
Phone (] (] (] (] (]
e Personal Anne Tony Gabe Abbie Alayna.lai... simon's Large Alaina Aaron Aaron
I Oth
EE=S er All contacts
Quick contacts
M . @ Aaliyah Brekke
8 TEAMS + A~
Allteams
@ Aaliyah Ritchie
My teams

Public teams

Archived teams

To learn more about what you can do under Contacts, visit Intro to users in the RingCentral app.
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Teams

In the Contacts menu, you can locate your teams via the Teams section in the left pane. This section contains
the following tabs:

e Allteams: All teams that have been created in your company’s account, with the exception of
private teams of which you’re not a member

e My teams: Teams that you have either created or joined

e Public teams: Teams that are public — that is, teams that you can join without an invite

e Archived teams: Teams you were a part of that have been archived by an admin of the team. If
you’re an admin of an archived team, you may reactivate it by clicking Restore at the far right

.t TEAMS + A
All teams
My teams
Public teams

Archived teams

Team Administration

Team Administration gives super admins the ability to view all private and public teams in the Contacts tab.
This section in the left pane contains the following tabs:

e Public teams: View of all your company’s public teams, where users can join without an invite.
e Private teams: View of all your company’s private teams, where users are added or invited to the
team.

::: TEAM ADMINISTRATION (BETA) A
Public teams

Private teams

Admins can also choose what types of team users can create or convert a team/group conversation into.
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RingCentral, < > Qsearch
@ = Customize tabs
Message

& Notifications & sounds

Company settings

(]
Video @ Themes
% & Message Manage admins

Phone Add and remove admins. Select which admins have full access to settings in the app

W< Video

Manage

Contacts % Phone _
Manage app super admins

W« Calendars and contacts Super admins have the ability to request data exports and manage teams Manage

(0]

Workspace
® Keyboard shortcuts

o 20 Administration Change company name
Rename

Rebel Alliance

Manage what types of teams can be created N B
Public and private

Select whether users can create public or private teams or no teams at all

Only private
. ; R R . No teams
Allow users in your email domain to sign up on their own
Your account doesn't currently have this feature enabled. Create a ticket with Customer
Support to get more information,
5:} Manage Giphy sharing
Apps Adjust the settings for sharing GIFs using Giphy. Max rating of PG-13 v
Settings
Data retention settings
Resource| Manage data retention policy
ot
Adjust settings to determine the duration of time before messages get deleted. By Manage

Configuring notifications and audio

You can select the type of notifications and sounds you want to receive for new messages, during incoming
calls, and for voice and video calls. You can also set reminder notifications for scheduled events.

Any changes you make to your settings in the RingCentral desktop and web app will also be applied to your

RingCentral mobile app. You'll need to update your notifications and sounds for the RingCentral Phone app
separately.

You can also use the Admin Portal to configure email and text message notifications, and if you're an admin,
you can update other users’ preferences.

To access your Notifications and audio settings, go to Settings > Notifications and audio.

Notifications

Choose when and how you'd like to be notified for messages, calls, voicemails, and meetings.
e Browser notifications: Receive notifications within your web browser. This is only available in the
RingCentral web app.
e New messages: Select the type of messages you'd like to receive notifications for:
o All new messages: Receive notifications for all new messages.
o Direct messages and mentions: Receive notifications for direct messages and @mentions only.
o  Off: Receive no notifications.
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m Note: Notifications for direct messages, direct mentions, and team mentions differ
in the Message window display. Direct mentions will display in orange, team
mentions in blue, and new direct messages in gray.

RingCentral,Inc. < < @

p (@ Mentions Ju

Ck M Bookmarks
% Show Unread () (
@ W FAVORITES ~
Team mention .—@ 4.30 UAT Sync o a
Direct mention @ Lubosek Nilo @@
Message wio mention @ & Sergey Vilikiy [4]
Team mention (Muted) @ DesignTeamU.. = :: @@

Direct mention (Muted)] @————————— Global DesignTe.. & @ 5

Message wfo mention (Muted) @———————= OzoemenaSoma &
| A DIRECT MESSAGES + A~
# Ekene Obasey & 5

* Beth Murphy

Wictor, Natayara, L...

S 3 TEAMS + A
Team mention @ ) Jupiter Ul o 14 ]
Message wfo mention (Muted + within a team) @ ————— ux.odsall &

@

Message wfo mention (within a team) @———=——— Jupiter UX&QA

®

W New Folder

@5  Direct mention
2@ Team mention
€@ Direct Message wfo mention

Message wfo mention {within a team)

e Incoming calls: Receive notifications for incoming calls.

e Missed calls and new voicemails: Receive notifications for missed calls and new voicemails.

e Bounce or Flash app icon: Bounce (Mac) or flash (Windows) the app icon in your dock or start bar
when you receive a notification. You can choose from continuously, once, or off. This feature is only
available in the RingCentral desktop app.

e Always show notifications when the app is in the foreground: Receive notifications even when the
appisin the foreground and in use. Note: New users still need to turn on desktop notifications first
to see the desktop notifications even when the app is in the foreground.

e Upcoming meeting reminder: Choose how long before the start of a meeting you'd like to be
notified. You can choose from Don't notify me, When meeting starts (default), or 1-15 minutes before a
meeting begins.

You can also configure your notification preferences for specific direct, group. or team conversations.
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Note: If you're using the RingCentral app on Chrome, Firefox, or Safari, make sure you turn on notifications
in your browser settings as well. If you have notifications turned off in your web browser, go to your browser
settings and either allow any site to show desktop notifications or allow sites to ask for permission to show

notifications.

Audio

Select the notification sound you want to hear for each type of message, meeting, and call you receive by
clicking the dropdown at the far right of each setting. You can click the Play icon next to the name of each
sound to preview it.

You can select a sound for each of these notifications:

Direct messages

Mentions

Team messages

Ringtone for incoming calls
Incoming video calls

Text messages

Faxes

Email notifications

Choose how you'd like to receive email notifications for different types of messages.

e Direct messages: Change how often you receive email notifications for direct messages. Choose
from Every 15 minutes, Every hour, or Off.
e Mentions: Turn email notifications on or off for @mentions of your name. This category doesn’t
include @team mentions.
e Teams: Change how often you receive email notifications for teams that aren't muted. Choose from
Every 15 minutes, Every hour, or Off.
e Texts: Turn off/on email notifications for SMS text messages
Audio sources
Select the devices you'll use for sending and receiving audio. You can use your headset, microphone, or
| . | . '
e Microphone source: The source of your audio input, such as your default computer microphone or

a stand-alone microphone.

Speaker source: The source of your audio output, such as your headphones or computer speakers.
Ringer source: Choose where you want to hear the audio for an incoming call.

Volume control: Adjust the volume of the RingCentral app on your desktop or web browser. This
setting operates independently from your computer’s volume settings.
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Note: If the audio sources for your microphone and speakers are different, you may experience a loss in
sound quality.

Headset support

You can set up a headset to use for calls. If you have a headset connected, you can turn on Headset controls
to use your headset’s call control buttons to answer and end calls.

Using keyboard shortcuts

The RingCentral app has keyboard shortcuts to simplify navigation within the app, whether that’s returning
to a previous conversation or making changes to a message. Keyboard shortcuts allow users to more easily
navigate our desktop and web apps by pairing commonly used actions with various key combinations.

Accessing keyboard shortcuts

Click Settings at the bottom left of the left-hand navigation bar, and then select the Keyboard shortcuts tab
in the left pane.

Ly RingCentralInc. < > [ Q search °
) = Customize tabs Keyboard shortcuts
Message
& Notifications and audio
O Text message and Message options
ideo @ Themes
O &M Send message using Enter/Return key [ o)
Text essage Set Enter/Return as a shortcut to send texts and messages. To insert anew line, press Shift () +
g = Vid Enter/Return (+).
ideo
Fax
® B Calendars and contacts Quick actions
Contacts # Keyboard shortcuts
New text message Option T Toggle show unread Command  Shift U
do Administration
More New fax Option  F Search Command  F
New message Option M Reload Command R
New team Option ~ Shift M Zoomin Command
New video meeting Option V. Zoom out Command
Schedule video meeting Option ~ Shift Vv Reset zoom Command 0
Switch conversation Command K
Apps App navigation
Settings Previous list item Option ™ Next list item Option
@

Resource

Center Text Formatting

See this article for the list of shortcuts that will appear on the keyboard shortcuts settings page.

Navigating the Apps interface

The Apps tab in the RingCentral desktop app enhances discovery and installation of add-ins, bots and other
integrations. The new design mirrors the content that can be found on our external App Gallery website. You
can get to the app gallery by clicking on the puzzle piece in the left navigation bar.
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[ M Installed apps Home
Message
e 22 DISCOVER APPS A
I RingCentral App Gallery ;
Phone New & Noteworthy Plug Central to optimize workflows, reduce app 5 N
O switc 1 turk munications.
Essentials
Text
B Add-ins
s Works with Google Apps our users can’t live without
D Mososer
e & PRODUCTS ~
cee
Mesace .
Video
Phone
Google Chrome Outlook Scheduler High-volume SMS
Turn your browser into a Add a RingCentral Video Engage customers at scale
communication powerhouse meeting to Outlook invites
Get more done with add-ins
Reduce app switching and automate commen tasks in the RingCentral app
H Trellc
||
Company
settings

£

Poll your coworkers Automate messagin... Move work forward

H Sk

Create, post and manage polls Send a saved response to Callaborate, manage projects,

=
of
2E

within your company. common queries and reach new productivity.

The app integrations interface is divided into two sections:
e The left pane contains your main navigation tabs.
e Theright pane contains the different apps related per tab.

Left pane

The left pane in the Apps interface shows the main navigation tabs:

e Installed apps: Select this tab to display all the apps that are integrated in your RingCentral app.

e Discover apps: Select this tab to discover different app types you can add.

e Products: Select this tab to view a list of apps that you can integrate into Message, Video, or Phone.

Discover apps

Going to the Discover apps tab to browse collections of apps and integrations. These will change over time
as RingCentral updates its apps and integrations offerings. Here are some topic areas you may find:

Home: Displays all the apps you can use with RingCentral.
New & Noteworthy: Shows recently added apps.
Essentials: Shows the most popular apps that you can integrate with RingCentral.

Add-ins: Discover add-ins that enhance your team messaging experience and help you get more

work done without leaving the app. Add-ins integrate functionality directly into a RingCentral

client, such as Team Messaging and Video.
e Works with Google: Shows the Google apps that work with RingCentral.
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e Microsoft Apps: Shows the Microsoft apps you can use together with RingCentral.

Right pane

Lists all available apps accessible when you click on any tabs in the left pane. You will see the related
information for each app or collection you click. You can also easily install or be redirected to the app store

to download.

Visit Setting up app integrations in the RingCentral app to learn more about adding an app.
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Using the Resource Center

The Resource Center is a single location for users to:

Take a quick tour of how to get started.
Access quick tips and step-by-step guides.
Access app information and submit feedback.
Watch how-to-videos.

Discover recommended and new features.
Browse all RingCentral app features.

Share feature ideas and report issues.

Note: You will see an orange alert bubble in the Resource Center icon if there is new content or an added
feature that you may want to view.

@
Resource
Center

Accessing the Resource Center

You can access the Resource Center from the left navigation bar. You will find the different Resource Center
tabs, including Get started, Suggested for you, What’s new, Feature library, Help, and Feedback.

You can click the Need help? button at the bottom right of the Resource Center tabs to access Search for
your question, Report a bug, Get app info quick links. You can also access the Al-powered chatbot and ask
questions about your online account or the RingCentral app.
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Ly Get started
Message .

L, Sumestedforyou Welcome to RingCentral
=g What's new

PhQ;e Feature library

e, Help

Text
Feedback

Workspace

Get up-and-running with our how-to videos

S Message Video Phone Webinar
Apps

Settings

" T o
a - ® Themes Voicemail ] .
2 ..l B - o
enter 'S - > . et i »

Resource Center tabs

e Get started: Watch how-to videos and explore the most popular features of the RingCentral app.
Note that some videos may be unavailable depending on your language and region.
e Suggested for you: Learn about the RingCentral desktop and web app’s recommended and beta
features.
e What'’s new: Read release notes and stay up to date with the latest features, improvements, and bug
fixes for the RingCentral desktop and web app.
e Feature library: Browse all RingCentral app features and read related documentation.
e Help: Get help by using the following:
o Search topics and questions: Type questions or topics directly in the search bar.
o Popular topics: Click one of the topics to access information related to that topic.
o Filter by: Filter related topics by using one of the following: All, Message, Video, or Phone &
SMS.
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R

Need help?

Visit our support page to find
answers to your questions.

Go to support [7

In-app tours

Join our community

Get help and support from our
friendly community about yo...

Join now [7

Check out our quick step-by-step guides in the app

View phone and voicemail settings

Schedule meetings from message t...

Connect calendars
Send text messages
Search for contacts
Create tasks and events

Set Caller ID

Schedule meetings from video tab

Welcome guide

Create teams

Customize Personal Meeting ID
Send faxes

Update themes

Take quick actions

Join meetings from video tab

Start meetings from message tab

RingCentral blog

Read about company news,

customer stories, and trends.

Visit blog []

Filter hv
All
Message
Video
Phone & SMS

VieW recordings

Add contacts

Start calls with dial pad

Invite colleagues

Start meetings from video tab

Send direct messages

Q

e Feedback: Submit your feedback, encountered issues, feature improvement ideas, and new feature
requests. Learn more about submitting feedback
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Use the search field in the top bar of the RingCentral desktop and web app to look for any of the following:
e Conversations (chat and text)
e Contacts
e Settings related to:
o Message
Video
Phone notifications
Connected accounts
Themes
Data and storage

o O O o O

Users can utilize the search field like a search engine and find the settings you want to modify in the app.

Learn mor ingth rch fiel

If you’re an admin on your company account or a user given the proper permissions, you can add an
unlimited number of users to the RingCentral app at any time. There are three types of users:

e Admins
e Co-workers
e Guest users

Note: Only other admins can add admins in the RingCentral app.

If you can’t invite a new user, this permission could be disabled for you. Reach out to your company admin to
request access to this feature.

Admin users are added via the Administration page; if you'd like to learn more, visit Manage Admin Users in
RingCentral App. Note: Only other admins can add admins in the RingCentral app.

There are multiple ways that you can add a new user to your company account, including:
e By selecting Invite to RingCentral when you click on the New actions plus button at top right and
selecting one of the following options:
o Byemail
o Bytext
o Bysharingalink
e By selecting the Create new contact person icon via the Contacts menu in the left-hand navigation
bar

© 2023 RingCentral, Inc. All Rights Reserved


https://support.ringcentral.com/app/message/desktop-web/search-user-or-conversation-ringcentral-app-desktop-web.html
https://support.ringcentral.com/s/article/manage-admin-users-ringcentral-app?language=en_US
https://support.ringcentral.com/s/article/manage-admin-users-ringcentral-app?language=en_US

RingCentral app desktop and web Getting started guide | 36

e By sending a new message to a person outside of the RingCentral app
e By inviting a person outside of the RingCentral app to a team or group

Inviting new users

1. Select the New actions plus button at top right.
2. Hover over the Invite to RingCentral option to reveal a dropdown menu of invitation options.
3. From the dropdown menu, choose either By email, By text, or By sharing a link.

1]

Send new message

Create team

Start avideo meeting
Schedule a video meeting
Create webinar

Start a conference call

Send new text

€" Send new fax Q,

By email Invite to RingCentral >

From contacts
By text

By sharing a link

4. Configure the appropriate settings based on the option you selected in step 3.

When you choose one of the options under the Invite to RingCentral option, additional actions are required
toinvite a user successfully.
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Inviting new users by email

1. Enter a semicolon- or comma-separated list of email addresses (max. is 20 emails).
2. Select Invite to send an email invitation to each email address.

Invite by email

Email

O jsmith@locksmiths.com €

Enter up to 20 emails separated by semicolons or commas.

Cancel Invite

Inviting new users by text

Provide a phone number in the To field and press Enter or Return on your keyboard.
Select Next.
In the message field at the bottom of the app, provide an invite message (optional).

PO Dd PR

Press Enter or Return on your keyboard to send the message.

Invite by text

Text from

(409) 200-2234 v

To*

Enter name or phone number

¢ ©

Buck Strick invites you to create a free RingCentral Glip account with unlimited video
meetings and messaging: https:/glip.com/invite/7h4e4c7f3fpwgeb

Cancel

Note: The option to invite by text message is only available if your company has text messaging enabled at
the account level. Additionally, only admins with a direct number can send text messages and invite new
users by text.
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Inviting new users by sharing a link

1. Share the link in one of two ways
a. Click the Share invite link via the email button.
i Enter alist of email addresses you'd like to send the invitation line to via the default
email app that opens
ii. Send the email
b. Select the Copy paper icon to copy the link
i Send the link to any person you'd like to invite

Invite link

https://glip.com/invite/abea640f3fpwgeb ]

Share invite link via email ] m

Managing guests

Guests are users who do not work at your company but have been invited to collaborate in your RingCentral
app company account. These users can also include those whose email addresses do not share your
company’s private domain.

Guests are indicated with a guest pill in your Contacts list, and they’re added once they’re invited to create a
RingCentral account. In a conversation, there’s a guest section on the right pane where you can see members
of that conversation who are invited as guests.

Ja CONTACTS + ~  Allcontacts
Y’ Filter all contacts 2 BB Kk

All contacts C
Company )

e Jack Manning
Guests b gbe+f4eb8bda-c16b-420c-8978-b66252dd 174f+samanthagaysmith@gmail.com
Personal e Jane Smith |8

jane.smith@ringcentral.com

In a message thread with guests, you will see ghost text indicating that there are guests in the conversation.
The ghost text disappears after you type in the field.
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L & ©

& © B B B

|Message (visible to guest)

e Inadirect message, group conversation, or teams with one guest, the ghost text is Message (visible

to guest).

e Inagroup conversation or teams with more than one guest, the ghost text is Message (visible to

guests).

e Ifyou’re a guest in a conversation, the ghost text says Message (visible to external user) or Message
(visible external users).

When a guest or several guests are members of a conversation, it will be indicated by a guest banner at the
top of the conversation or team. Note that clicking the x close button on the guest banner will close it

permanently.

‘CD (@ Mentions
Message
e M Bookmarks

@ SHOW UNREAD

% FAVOURITES

jrext & DIRECT MESSAGES
ol ® Eker
® © Nike
Contacts @ Bett
o ® Ann
More
® Lida
® Mar
® Carl
® Mat
2 TEAMS
Apps

Settings

Resource
Centre

+ A

+ A

]

4

Q3 e~ Q& Members (3) &
L
This team has 2 guests X =
-
Anna B Sr UX Designer Yesterday, 19:07
We received a request from product marketing for Sketch files for iOS onboarding screens D
for the September brand launch. So, we'll want to include any new screens that will be live
by 9/15. 1 believe new signup flow is the only potentially new screen Pinned Files Images
Han 11:10
Actually only 1 screen from that flow needs to be updated
a
Viktor Pacheco shared afile 11:14
| have this screen which is different with J. [
[
Vik wrote: 13:58
| have this screen which is different with J.
Sign-up Improvement project might be the latest touch these screens based on mine design
¢ © &k © 8 B &
Message (visible to guests)
All files =

If you’re an admin on your RingCentral account, you can block unwanted guests from the Contacts page and
the guest profile. This security feature will prevent guests from communicating with your users.

For more info about allowing or blocking domain and webmail accounts, go to Managing your domain

allow/block list in the RingCentral app desktop and web.
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Managing the guest badge

You can turn off the guest badge display in certain places by going to Settings > Message and turning off the

toggle for Display guest indicators under the Guest notifications section. Learn more

)

Message

e

Video

= Customise tubs Message

# Notifications and sounds
Conversation list
@® Themes

% Max. convrsations 60 S
& Message
Phone Choose the maximum amount of read conversations that the app will display in you

)

Text

B

Fax

®

Contacts

More

&

Apps

o

Settings

Resource
Centre

tion rail (unread mes: will always display

B¢« Video
% Phone New message badge count All new messages v
Choose how the app will count new messages in the app badge count

B Calendars and contacts

® Keyboard shortcuts Message thread

Show link previews ‘)

Disable content preview links

Guest notifications

Display guest indicators @

Show visual indicators for guests in conversations

Configuring external guest settings

External guest settings allow RingCentral app admins to allow or block new messages from external guests

and manage the external company domains and personal email addresses that are allowed to initiate

conversations with company users.

Go to Settings via the left navigation bar.

Click the Administration tab in the left pane.

Under External guest settings, toggle the External guest communications setting on or off to
control whether guests are allowed to start conversations with your coworkers.

Click Manage at the far right of Domain allow/block list to manage which external company
domains and personal email addresses have permission to initiate conversations with your users.
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Blocking guests from the Contacts page

1. Goto Contacts from the left navigation bar.

Click Guests on the left pane.
Search for the guest that you'd like to block or browse through the list of your guest contacts.

Hover over the guest user and click on the Block trash can icon at far right. Note that you may have

to click the More icon before clicking Block.

>

u)
0
Do
=

@ Dave20 02Brown [ Guest |
dave2002brown@gmail.com

5. Click Block.

Blocking guests from profile

1. Click on the profile photo of the guest anywhere you see it within your RingCentral account, then

click Profile.
2. Click the More icon on the upper right, then click Block.

Profile E X

11 Block

Dave20 02Brown | Gusst |

() Message [Ju Startvideocall

o
Ii' Company P Email
New Company dave2002brown@gmail.com

3. Click Block.
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Using RingCentral Message

Sending a message

One way you can send a message is by using the New actions (+) button. When you send a message this way,
you can start a new conversation with one person or a group of people.

1. Click the New actions button at the top right to reveal a dropdown menu.
2. Select Send new message.

Send new message

@
|

Create team

Start a video meeting
Schedule a video meeting
Create webinar

Start a conference call
Send new text

Send new fax

Invite to RingCentral >

3. Enter one or more names or email addresses under Members. Separate multiple names or email
addresses with commas or semicolons.

4. Type your message in the Type new message field.

5. Click Send.

Once you've sent a new message, that conversation will appear at the top of your conversations list.

Note: If you add more members to a group conversation, be aware that it will create a new group
conversation rather than simply keeping the original conversation.

There are several other methods you can use to send a message. To learn more, visit Sending a message in
the RingCentral app for desktop and web.
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Muting a conversation

If you have a lot of conversations going on, you can mute some to avoid constant notifications.
1. Click on the conversation.
2. Click the More (three horizontal dots) button.
3. Select Mute conversation.

3 TEAMS b
E © o
Test leave team Mark as unread
For muted test & Open team profile
Team RingCentral Inc.

) Mute conversation
With unread messages an...

Motification preferences

99323
Team: Alfa, Alfa & Add to Favorites
Move conversationto.. >
Close
W o r_na_

Attaching a file in a message

You can attach files to a message at any time, and these files can come from your computer, Google Drive, or
cloud storage like OneDrive/SharePoint and Dropbox. You can attach any type of file, including documents,
images, or videos as long as it’s under 1 GB.

The processes for attaching a file from your computer, Google Drive, OneDrive/SharePoint, or Dropbox are
alittle different, so let’s review each of these methods separately.

Note: Admins need to enable file sharing for the file source to appear on users' accounts. For more
information, visit Managing file sharing in the RingCentral app desktop and web.

Attaching a file from your computer

If you'd like to attach a file from your computer without including a message, you can simply drag a file from
your computer into the message field at the bottom of the app. However, if you'd like to include a message
along with your attachment(s), follow these steps to attach a file:

1. Navigate to Message via the left-hand navigation bar, and select a conversation.
2. Click the Attach file paperclip icon above the message field, then select Computer.
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Message Joe Hall

3. Locate and select the files you want to add, then click Open to attach to the message.
4. Onceyou're ready to send, press Enter on your keyboard or click the Send icon to send your
message.
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Attaching a file from Google Drive

1

w

Navigate to Message via the left-hand navigation bar and select a conversation from the
conversation list.

Draft your message in the message field (optional).

Click the Attach file paperclip icon above the message field, then select Google Drive.

A window will appear, informing you that you must give RingCentral permission to access your files
and remind you to enable pop-ups in your browser. Click OK to continue.

Import files from Google drive

You must allow RingCentral to have access to your files and make sure popups are enabled in the

browser.

Choose the Google account from which you’d like to import your files.

Sign in to your Google account.

If this is your first time importing files from Google Drive, you will be prompted to give RingCentral
permission to access your Google account. Click Allow to continue.

Locate and click on the file(s) from your Google Drive you'd like to attach to the message.

Select afile X

Google Drive Shared drives

Jo
Il

Google Drive » Message

Files

- e -1

(= -]
M RC-RCapp-mes..

9. Click Select to attach the file(s).
10. Once you're ready to send your message, press Enter on your keyboard or click the Send icon.
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Attaching files from OneDrive/SharePoint

1. Navigate to Message via the left-hand navigation bar and select a conversation from the
conversation list.

2. Draft your message in the message field (optional).

Click the Attach file paperclip icon above the message field, and select OneDrive/SharePoint.

4. Awindow will appear, informing you that you must give RingCentral permission to access your files
and remind you to enable pop-ups in your browser. Click OK to continue.

w

Import files from OneDrive/SharePoint

You must allow RingCentral to have access to your files and make sure pop-ups are enabled in the

browser.

5. Loginto your Microsoft account that you created for OneDrive/SharePoint.

6. Ifthisis your first time importing files from OneDrive/SharePoint, you will be prompted to give
RingCentral permission to access your Microsoft account. Click Yes to continue.

7. Locate, select, and open the file(s) from your cloud storage to attach to the message.

Message - OneDrive - Google Chrome - O X

@ OoneDrive - Personal
@gmail.com
My files i
My files > Desktop > Message

Recent

Photos

8 switch account

Bi5 [ao [o i- 10][a] B
H

RC-RCapp-message.png
7h ago

8. Click Open to attach the file(s).
9. Onceyou're ready to send your message, press Enter on your keyboard or click the Send icon.
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Attaching a file from Dropbox

Navigate to Messages via the left-hand navigation bar and open a conversation.

Draft your message in the message field (optional).

Click the Attach file paperclip icon above the message field, and select Dropbox.

A window will appear, informing you that you must give RingCentral permission to access your files
and remind you to enable pop-ups in your browser. Click OK to continue.

MDD PR

Import files from Dropbox

You must allow RingCentral to have access to your files and make sure pop-ups are enabled in the

browser.

5. Signinto your Dropbox account using Google, Apple, or your email address.
6. Locate and click the file(s) from Dropbox that you want to attach to the message.

%2 Dropbox - Google Chrome — O X
Q, Search
33
% Dropbox > Message Upload files = v
My files
Glip star.jpg.jpeg
Recents

A shared link with your current sharing settings will be created for each
item. How to set shared link permissions

v 1selected deselect
& | | C | cl
@gmail.com

7. Click Choose to attach the file(s).
8. Onceyou're ready to send your message, press Enter on your keyboard or click the Send icon.

Personal

>
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Attaching a file from Box

Navigate to Messages via the left-hand navigation bar and open a conversation.

Draft your message in the message field (optional).

Click the Attach file paperclip icon above the message field, and select Box.

You will be redirected to sign in to your Box account. Options include signing in with SSO or using

MDD PR

your email address.
Locate and click the file(s) from Box that you want to attach to the message.
6. Click the check icon to attach the file(s).

i

w bearch files and folders

All Files > Files_icon_test

@ Glip_test.docx
Modified Wed Oct 25 2017 by gliptest « 4.04 KB

a Glip_test.jpg
Modified Wed Oct 25 2017 by gliptest . 153.57 KB

‘ 2 Selected

7. Press Enter or Return or click the Send icon.

While attachments from Google Drive, OneDrive/SharePoint, Dropbox, and Box will appear as a thumbnail,
you have the option to view that file in your browser. Click the View in browser icon to view the file.

@ Buck Strick sharedafile

B Glip_starjpg.jpeg I—_;:

Q Dropbox -
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Forwarding a message to another conversation

As a user, you can share messages and attachments from one conversation to another. The forwarded
message contains the original poster’s name, the team name (if applicable), a quote of the original message,
and any included attachments.

If the post was forwarded from a group conversation, the group conversation’s name will not be displayed
and will only show as a direct conversation.

Supported type of messages

e Textonly post
e Text + file(s) post
e File(s) only post

Forwarding a message

1. GotoMessage from the left navigation bar.

2. Select a conversation from the conversation list.

3. Hover over the message you want to forward, then click the Forward right arrow button at the far
right.

@ Buck Strick sharedafile O A 9 [:] E

Document.docx
N
10.8 KB

4. Type the name of the person or team name, or scroll through the list of your recent conversations.
5. Click the conversation you want to forward the message to. Any messages or files are also
forwarded to the chosen conversation.
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Company B 24 Oa

Buck Strick sharedafile N I R = R

Buck Strick posted in a direct conversation

. Document.docx B
w hd
105 KB

Marking a message as unread

You can mark a message as “unread from here” on the RingCentral desktop and web app. This feature can
help you keep your place when reading a conversation.

When you use this feature, you'll see a message count that indicates the number of unread messages in the

conversation.

Marking a message as unread in conversation

1. Hover over any message to mark where you want to start re-reading a conversation.

2. Click the flagicon, or click the three-dot More icon, then click Mark unread from here.

Thu, Feb 10th

&) JohnSmith 2/10,9:11 PM
.

Buck Strick Can you send the PDF file via email?

@ Buck Strick = Working remotely (SR =g Pi

John Smith I've sent it. Please check your email. MarRunreadiramibere

The unread message count will be displayed next to the name of your conversation(s).

Note: If you have set the New message badge count in Message settings to Direct messages and mentions
only, no badge count will be displayed on Team messages in which you aren’t mentioned. Only the team

name will be displayed.
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Viewing unread messages in a conversation

To reread a conversation from the unread marker:

1. Open the conversation.

2. Click the new message button at the top of the conversation.

8 new messages | ‘I

%‘;‘ John Smith sharedafile 5/14,3:06 AM

NoSIM = 3:06 AM

{ JackMa.. » W

FAX

3. Anew message badge will redirect you to the message you marked as unread.

Note: If all unread messages fit on the page, you won't see the new message badge.
Editing a message

Go to Message in the left navigation bar.

Select a conversation from the list.

Hover over the message, then click Edit post (pencil).

When you're finished, press Enter/Return or click the blue arrow next to the message.

robd-=

An (Edited) notification with a timestamp will appear next to the message. You can edit your message
multiple times, but you'll only see the timestamp for the latest edit.

b zee Basil 7:28 AM

Hi Kane
Can | view the behaviour in the beta stage? test (Edited)

. Kane 7:55 AM

Yes, it's available if you have upgraded to 10 environment

L zee Basil 9.09 AM

Okay. | think I see it [here]| (Edited)

¢ © &k © 8 B &

|Message
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Note: You'll need to follow a different process for editing message attachments. To learn more, read
Managing attached files in the RingCentral app desktop and web.

Deleting a message

Go to Message in the left navigation bar.

Select a conversation from the list.

Click the three-dot More icon next to the message.
Click the Delete post (trash can) icon.

Click Delete in the popup.

akrod -~

Note: If you delete a message that contains an attachment but no text, you can skip Step 2.

Creating a task from a message

The RingCentral app makes it easy to create a new task from a message post in any of your conversations.
You don’t need to copy the post and paste it in the new task description dialog input as it is automatically
filled. This reduces the time for you to create tasks when the post already contains the information needed.

Navigate to Message via the left-hand navigation bar.

Select a conversation from the conversation list.

Hover your mouse over the message that you want to create as a task.

Click the More icon at the far right of the message.

5. Click New task. In the New task window, the message is automatically filled in the new task

b e

description dialog input at the bottom. You can edit this field to customize it.
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New task (team2_u2_u3)

Task title

Enter task title

Team Category

@ team2_u2 u3 €@ Select category

Assignees Add all (5 members)

Enter names

Due date Due time

Pick a date B  Pickatime D)

Repeat None v

Complete when Checked v

Color tag 0000000
¢ _©

Hey, can you send me a pdf version of the invoice? Thanks.

sitalics™ =~bold~~__underline ~-strikethroush--

Cancel

6. Enter the Task title. This field is required.

7. The Team and Assignees fields are automatically filled in with the name of the person you’re having
a conversation with for direct messages. You can remove the name on the Assignees field or add
other assignee(s). For group and team messages, the Team field is automatically filled, but the
Assignees field is blank. You can click on Add all (number of members) or enter the name of the
assignee(s). Note that the Assignees field is optional.

8. Select a Due date and Due time (optional).

9. Decide if you'd like the task to repeat via the Repeat dropdown (optional).

10. Decide the condition on which this task can be marked as complete via the Complete when
dropdown (optional).

11. Choose a Color tag (optional).

12. Click Post and close to create the task and close the window
OR
Click Post and new to finish creating that task and open a new task to configure.

Read more about task settings in Creating a task in the RingCentral app desktop and web.
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Organizing conversations

Whenever you start a new conversation, that conversation will appear in your conversation list in the left
pane. Your conversations are automatically separated into Direct messages and Teams. Additionally, you can
create Folders and select Favorites to further organize your conversations.

You can conveniently group relevant conversations together by creating folders so that you can always
access important information between multiple conversations.

Creating a folder

Navigate to Message via the left-hand navigation bar.

Click the New folder button at the bottom of the RingCentral app.
Enter the folder name.

Enter the names of the conversations you want to put into that folder.
Select Create.

unhobdpeE

Create new conversation folder

Folder name

GTM

Conversations

@ Calendar updates e

Color tag 0000000
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Moving a conversation to a folder

1. Navigate to Message via the left-hand navigation bar.

2. Hover over the conversation you want to move to a folder and select the More icon that appears at
the far right of the name.

3. Click Move conversation to....

4. Select the folder you want to move the conversation to.

Revise dialogs

Developers can invoke a dialog/modal window and render content. To edit the content, click the card button
and customize the content as needed.

oo e () RingCentral - Valor Test Bot i X |+
< c 06 =w 10fij, i =

We recommend you use a supported browser or install the app  Download for Mac Supported browsers

RingCentralInc. < Q Ssearch
> @ Mentions © Valor Test Bot XMN UP v & 8 fe
Message

e M Bookmarks
Oe Startavideo call
Video

SHOW UNREAD (o ]
<

Phone

 FAVORITES @ John Doe701 Yesterday, 4:32 PM
Tet  ® JohnDoe701 (me) card
B . N
Fax LIl §™y Valor Test Bot XMN UP Vesterday,4:32 PM
© Valor Test Bot XMN...
Contacts John, John, Valor Tes.. Demo Card
© John Doe702 If you want to display a custom dialog, please paste your dialog, then click
More "Show customized dialog" button.
® System New
Customized dialog.
53 TEAMS + o
JoseTest
hihi
team1_ul u2
}
team4_u3_u4 g1
team2.u2_u3 If youwant experience a demo, please click the "Show quiz demo button,
have prepared a simple demo for you.
Team RingCentral Inc.
If you want to test other features, feel free to try out other buttons.
[ Show customized dialog | | Show quizdemo | | Show aiFrame
5} l Show success toast [ Show timeout toast
Apps
Settings =
& A ¢ © B © 806
3
Resource Message
Center

S New folder
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9883778 w

wser or install the app

RingCentrallnc. < earch

Download forMac Supported browsers

[ @ Mentions John, John, Valor Test Bot XMN UP &4 v ¢ K
Message

= W Bookmarks

John Doe701 LaapM

Video

& SHOW UNREAD (o ) card

Phone

o F FAVORITES. 2 John Doe701 305PM

Tt ® John Doe701 (me) Valor Test Bot XMN UP card

&= A DRECTMESS. £~ ¢ Valor Test Bot XMN UP e N

John, John, Valor
Contacts & John Doe702

" ® System New
More

202 TEAMS EEPN
JoseTest
team1 ul u2
team4_u3_u4 g1
team?2_u2_u3

Team RingCentral Inc.

Apps

This may take some time...

Feel free to click away, and we'll notify you when the next step is ready.

Settings e © K © B A
6]

Resource Message

Conter

2 Newfolder

9883778 w

Q Question

What day is today?

--> This will be the dialog title and app name defined by

developers.
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Creating ateam

Ateam is a conversation held between a group of people within your company. Any RingCentral app user
can create teams, and the person who creates a team automatically becomes that team’s administrator.

There are several ways to create a team:

e Click the New actions plus button and select Create team from the dropdown menu.
e Hover over the Teams section in your conversation list and click on the Create team plus button

that appears at far right.
e Convert agroup into ateam. To learn more, visit Converting a group to a team in the RingCentral
app.
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To create ateam:

1. Click the New actions plus button located at the far right in the top bar.
2. Select Create team from the dropdown menu.

@ Send new message

l Create team

Start a video meeting
Schedule a video meeting
Create webinar

Start a conference call
Send new text

Send new fax

Invite to RingCentral >

Provide a name for your team in the Team name field.

Enter a list of names or email addresses in the Members field.

Provide a description in the Team description field (optional).

Choose either Private or Public from the Type of team dropdown (more on that below).

Toggle on or off each of the permissions at the bottom of the window (we’'ll review each of these
permissions below).

8. Click Create to finish creating the team.

N oo ko

Once you've created your team, that team will appear under the Teams section in your conversation list. The
number of teams that appear in your conversation list will depend on how you’ve configured your Message

settings. To learn more, visit Configuring message settings in the RingCentral app desktop and web.

This is just one way you can create a team, but keep in mind there are several other methods you can use to
create ateam. To learn more, visit Creating a new team in the RingCentral app.

Once you've created a team, that team conversation will appear under the Teams section in your
conversation list. You can also modify other settings, such as turning off mentions. If you do, the user will see
a message in the dropdown when attempting to use the feature.
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® ® Somethingl New1 @mention someone
Contacts
Something1, User1, User10, ... Team (notify everyone)
Turned off by team admin
More 13 TEAMS + A~
e Hyperlink to team
Dead Z

Ueudbbd > 28 Normal team mention
K} Normal team mention @ Normal team02

Uuwuue

Apps
@ lihh @ Guest team
Settings
O 9999 @ New E2EE team
7
: luuu
Resource @Ted "

Center

2 New folder

Assigning a team member as an admin

Once you've created a team, you can assign specific members as administrators. Read our article on admin

assignments in teams for more information.
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Creating an event

Events are a way for you and your co-workers to keep track of what’s happening with individuals, within a

team, and within the company. This can be useful in situations like checking when someone will be out of the

office and unavailable.

Creating events in the Workspace menu

1.

S e

8.
9.

Go to Workspace in the left navigation bar.

_ i CALENDAR ~
[
Message All tasks and events
(e Only tasks with due dates
Video
3] Only events
Webi
‘ebinar o TASKS LA
Phone All open tasks
Q My created tasks
Text
.@. Assigned to Me
Fax Assigned to Me Due Soon
@ Past due
Contacts
e 82 Workspace
More
[ Analytics -
= Customize

its

Click on the New event plus button at the far right of the Events tab in the left pane.
Select a team in the Team field.

Provide a title for your event in the Event title field (required).

Set the Start date (required) and End date (optional) of the event.

Check the All day box if the event runs all day for the dates specified

OR

Set the Start time and End time of the event.

If you want the event to repeat, select an option from the Repeat dropdown menu and configure the
settings for the option you selected (optional).

Type the location of the event in the Location field (optional).

Select a color for the event via the Color tag setting (optional).

10. Click the paperclip icon to attach a file (optional).
11. Enter an event description in the field at the bottom of the window (optional).
12. Select the Create button to finish creating the event.
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Creating events in a conversation

L

8.
9.

Go to Message via the left navigation bar.

Select a conversation from the conversation list.

At the bottom of the app, click the New event calendar icon above the message field to open the
New event window.

Provide a title for your event in the Event title field (required).

Set the Start date (required) and End date (optional) of the event.

Check the All day box if the event runs all day for the dates specified.

OR

Set the event Start time and End time.

If you want the event to repeat, select an option from the Repeat dropdown menu and configure the
settings for the option you selected (optional).

Type the location of the event in the Location field (optional).

Select the color you'd like to use for the event via the Color tag setting (optional).

10. Click the paperclip icon to attach a file (optional).
11. Enter an event description in the field at the bottom of the window (optional).
12. Select the Create button to finish creating the event.

Viewing team events calendar

When you create an event, it appears in the message thread and shows the event name, event date and time
(including whether it’s set to repeat), location, and description. You can view, sort, and filter through all
events in a single place in the view of a calendar by day, week, and month. To see any of these events, you can
either view it under the conversation details panel in a conversation or navigate to the Workspace menu.

Viewing team events in the conversation details

When a user creates an event in a conversation, in addition to finding that event in the message thread, you
can also access all upcoming events created in that conversation.

1.
2.
3.

Navigate to Message via the left navigation bar.
Select a conversation from the conversation list.
Click on the More three-dot menu in the conversation details pane at far right, then select Events.
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If you'd like to view all team events in that conversation, including past events, click All events in the bottom
right corner of the conversation details pane to view the team events calendar.

Events are ordered with the current or soonest upcoming events at the top of the list, and you can click on

Mentions ¢ Jack Manning _——

& Away from home!
M Bookmarks

SHOW UNREAD (@ ]

® Buck Strick (me)

@ Jack Manning & Away from home! 4/27,9:57 AM

Hey Buck! Please look up this code: 1234567

Wed, May 5th
Company
2 DIRECTMES.. + A @ Buck Strick 5/5,5:48 AM
. sample text
® Dulcinea Dunn
Dulcinea, Jack, Joe X
Fri, May 14th
© Jack Manning
@ Jac... & Awayfromh... startedavideocall 5/14,3:19 AM
22 TEAMS + A :
M« Video call ended Duration: 00:05

Calendar updates

Product Team

A e O &k © 8 B &

Test web team

Buck Strick's Ring... Message Jack Manning
2 New folder

Members (2) -

@ 2
c+

Guests

©

Pinned Files

Images

Tasks

Links

Notes

Events

Code snippets

Apps

All files =

any entry to open and view its details.

Viewing team events calendar in the Workspace menu

The Only events or All tasks and events tab in the Workspace menu contains all the events created in your
conversations, including direct messages, group conversations, and team conversations. At the top center of

the right pane, you can select from the following type of views:

Day: Contains all-day events and all events for the current day with its time indicator. You can go to
the previous or next day’s team events by clicking the left and right arrows at the top left side of the

right pane. Click Today to go back to the current day’s events.

Week: Contains all your events for the current week with a time indicator at the left side of the right
pane. The current day and its events are highlighted. On the upper right, you can customize your

view by selecting Show weekends, Hide weekends, Start from Sunday, or Start from Monday.

Month: Contains all your events for the current month. The current day’s events are highlighted. On
the upper right, you can customize your view by selecting Show weekends, Hide weekends, Start from

Sunday, or Start from Monday.
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3 CALENDAR .
[jl Only events Day Week Month ¥ Filter events &
Message All tasks and events
O o i
nly tasks with due dates
Video B Today < > December 2,2021 (Today)
% Only events
Ehoze Allday | 5 Aldayevent
O © TasKs + A
Text All open tasks 5
am
2
— My created tasks
Workspace
Assigned to Me bam
e Assigned to Me Due S
ssigned to Me Due Soon 7am | & 700900
Comtocte Past due Test event
Completed gam
More @ Name3 sumame3
i EVENTS + -~ Qam
All events
10am
My created events
11am
& FILES v
5:}‘ B NOTES + v 12pm
Apps
& o
Settings
@ 2pm

Resource

Center 3pm

At the top of the right pane, to the right of the Today button, you'll find two opposite-pointing arrows. If
you'd like to see the events from the previous month, click the left arrow. The right arrow will take you to the

events for the next month.

To view the details of the event, click on the event to open the Event detail window.

Finding an event in the Workspace menu

1. Navigate to Workspace via the left navigation bar.
2. Under Events on the left pane, select the appropriate tab associated with the event you're looking

for.

3. Begintypinginto the search bar at the upper right side. As you type, a list of results matching your
search will appear on the right pane.
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@ TASKS + A
P Calendar Day Week  Month [ ¥ ooo| (x] ] &
Message All open tasks
Ca My created tasks
Video < September 2021 Show Weekends -
Assigned to Me
o "
Phone Assigned to Me Due Soon Sun Mon Tue Wed Thu Fri Sat
Past due
Contacts
Combleted
é 19 20 21 22 23 24 25
Workspace EVENTS + A ELISE 00O 24th and 27th
All events

My created events

26 27 28 29 30
ELISE OOO 24th and 27th

& FILES
Allfiles

My created files

Shared with me
Apps B NOTES + A
Allnotes

Settings

@
Resource Recently updated
Center

My created notes

Showing in a conversation
1. Navigate to Workspace via the left navigation bar.

2. Goto All events and locate the event by browsing through the list of events or by using the search
bar at the upper right side.

3. Hover over the event and click the Show conversation double chat bubble icon that appears at the

farright.
@ TASKS + A
) All events [ ¥ bt o ] B
Message All open tasks
Oa My created tasks
Video <o September 2021
Assigned to Me
@
Phone Assigned to Me Due Soon Time T Eventtitle | Createdby - Postedin |
Past due Wed, Aug 19, 2015 - Fri, 3
o 7.3 BT Launch i Za =
Contacts 8 All day< Francisco ...
Completed
2 Wed, Aug 26, 2015 Show conversation
Workspace EVENTS RPN ] All day© 7.3 TELUS Launch 3 Francisco.... Support (GCC) - Car...
Calendar

ﬁ Sun, Sep 25,2016 BT Site Certificate E . ) . cecq
: -6: “ Ite Certincate k... E rancisco-... uppor -Car...
All events 6:00 AM-6:30 AM«

My created events
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Using RingCentral Video

Starting a meeting

To start a meeting in the RingCentral desktop or web app, follow these steps:

1. Navigate to Video via the left-hand navigation bar.
2. Click the Start button at the top of the app to open a new window.

BS i < > Q Search
> Strick Panes Company @ 0
i« VIDEO MEETINGS + A . .
() Upcoming meetings

[ 1 Past meetings
Video

o RECORDINGS AND SUMMARIES A~ .
i Buck,

All recordings

B
Fax My recordings Welcome to your meetings center!
o Shared withme
Text
Contacts ' E _8

Start Schedule Join Shareinroom

3. Connect your audio. For RingCentral Video, visit Joining RingCentral Video audio on desktop and
web.
4. Invite participants. For RingCentral Video, visit Inviting others to join a RingCentral Video meeting

on desktop and web.

Depending on the video service you chose when you configured your Video settings, you will have slightly
different options for selecting the audio sources from which you'd like to start your meeting.

Scheduling a meeting

To schedule a meeting via the Video interface, follow these steps:
1. GotoVideoin the left navigation bar.

2. Onthe Upcoming meetings page, click the Schedule button at the top to open the Schedule a
meeting window.
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BS i < > Q Search
| Strick Panes Company @ 0
W« VIDEOC MEETINGS + A . .
()] Upcoming meetings

[ ] Past meetings

o RECORDINGS AND SUMMARIES A~ .
Phone I u ' ’

All recordings

£
Fax My recordings Welcome to your meetings center!
O Shared with me o
Text
Contacts | E _D

More
Start Schedule Join Shareinroom

3. Enter your meeting details and adjust your settings:
a. Enter your Meeting title and set the Date, Time, and Duration.
b. Select Recurring meeting if you'd like the meeting to repeat.
c. Ifyou’re scheduling on behalf of someone else, select their name in the Schedule for
dropdown.
d. Inthe Schedule using dropdown, you can send your invitation using your preferred
calendar or select Meeting info and share the invitation in an email or text message.

i i. If you schedule using your preferred calendar, you can select Create team and
invite members to create a new team with your meeting participants. The Team
name will be the title of the meeting by default. You can delete this title and add
your own.

e. Select Use personal meeting to schedule the meeting with your Personal meeting ID
instead of a different meeting ID.
f.  Adjust the remaining settings under Meeting settings and Advanced settings.
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Schedule a meeting

Meetingtitle

Enter a meeting title

Date Time Duration
8/12/2022 £ 04:00PM @ 1br « 00 min v

Recurring meeting
Schedule using © Outlook web calendar v

Create team and invite members @

O 0O

Use personal meeting: @
Meeting settings
Require password
Participants can only join after me L]
Enable waiting room J

Advanced settings ~

Cancel Schedule

4. Click Schedule.

a. Ifyouscheduled using a calendar, clicking Schedule will open your synced email account
with an email that has your video meeting information filled in automatically. Add contacts,
then send the email as you normally would.

b. If you scheduled using Meeting info, clicking Schedule will display your meeting information
for you to copy and share.

Scheduling a video meeting in a conversation

1. GotoMessage in the left navigation bar.
2. Select a conversation from the left panel.
3. Click the Video actions dropdown at the upper right of the main panel.

* JoeHall - R ¢ K

Start screen share

Schedule video meeting 7y

4. Select Schedule video meeting.

5. Enter your meeting details and adjust your settings:
a. Enter your Meeting title and set the Date, Time, and Duration.
b. Select Recurring meeting if you'd like the meeting to repeat.
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c. Ifyou’re scheduling on behalf of someone else, select their name in the Schedule for
dropdown.

d. Inthe Schedule using dropdown, you can send your invitation using your preferred
calendar or select Meeting info and share the invitation in an email or text message.

e. Add or remove Participants.

f.  Select Use personal meeting to schedule the meeting with your Personal meeting ID
instead of a different meeting ID.

g. Adjust the remaining settings under Meeting settings and Advanced settings.

Schedule video meeting with Joe Hall

Meeting title

Enter a meeting title

Date Time Duration

8/12/2022 B 05:00PM @ 1hr ~ 00min -
Recurring meeting O
Schedule for Myself b 4
Schedule using @O Outlook web calendar 5.4
Participants Clear
@ soctal ©

=)
O

Use personal meeting:

Meeting settings

Require password

Participants can only join after me

Enable waiting room
Enable waiting room for Anyone outside my com... ¥

Advanced settings ~

Cancel Schedule

6. Click Schedule.

a. Ifyouscheduled using a calendar, clicking Schedule will open your synced email account
with an email that has your video meeting information filled in automatically. Add contacts,
then send the email as you normally would.

b. If you scheduled using Meeting info, clicking Schedule will display your meeting information
for you to copy and share.

Scheduling a video meeting from the new actions button

1. Click the new actions (+) button in the upper right corner next to your profile picture.
2. Select Schedule a video meeting.
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ACME Enterprises < > ' Q Search

» (@ Mentions ¢ Abdallah Omeish (me) Send new message
Message c tet

reate team

e M Bookmarks

S Start a video meeting

% SHOW UNREAD () [ Schedule a video meeting l
Phone P . Start a conference call

T O Abdallah Omeish(... el newitext

-EJ Send new fax

2 DIRECTMESS... + ~
Fax Invite to RingCentral >
@ ® Hannah Quinn ~—e =

Contacts

David, Duy, Hannah, ...

3. Enter your meeting details and adjust your settings:

a.
b.
C.

© 2023 RingCentral,

Enter your Meeting title and set the Date, Time, and Duration.
Select Recurring meeting if you'd like the meeting to repeat.

If you're scheduling on behalf of someone else, select their name in the Schedule for
dropdown.

In the Schedule using dropdown, you can send your invitation using your preferred
calendar or select Meeting info and share the invitation in an email or text message.

i If you schedule using your preferred calendar, you can select Create team and
invite members to create a new team with your meeting participants. The Team
name will be the title of the meeting by default. You can delete this title and add
your own.

Select Use personal meeting to schedule the meeting with your Personal meeting ID
instead of a different meeting ID.
Adjust the remaining settings under Meeting settings and Advanced settings.
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4.

Schedule a meeting

Meetingtitle

Enter a meeting title

Date Time Duration

8/12/2022 £ 04:00 PM @ 1br » 00min v
Recurring meeting

Schedule using © Outlook web calendar v
Create team and invite members

Use personal meeting: @

Meeting settings
Require password
Participants can only join after me
Enable waiting room

Advanced settings ¥

Cancel

Click Schedule.

a. Ifyouscheduled using a calendar, clicking Schedule will open your synced email account
with an email that has your video meeting information filled in automatically. Add contacts,
then send the email as you normally would.

b. If youscheduled using Meeting info, clicking Schedule will open your meeting information
for you to copy and share.

Configuring your RingCentral Video meeting settings

Meeting title: Title of your meeting. This will be displayed during the meeting and be used for the
recording's title. This will also be used for the meeting invite if selecting a calendar.

Date: Date on which you'd like to host the meeting.

Time: Time for which you'd like to host the meeting.

Duration: Meeting duration in hours and minutes.

Schedule for: Select if you want to schedule for yourself or select the person from the dropdown.
Available if you are authorized to schedule a meeting on behalf of a co-worker. For more info, visit
Setting delegates to schedule your RingCentral Video meetings.

Schedule using: Select Outlook Calendar, Exchange calendar, Google Calendar, or Calendar app for
the app you'd like to create the invite with, or select Meeting info to create a meeting ID and copy
the meeting details to the clipboard. Choosing Meeting info allows you to still see and select
specifics of the invite if needed. You can then paste the information anywhere and decide how to
send the meeting invite.

Note: If you have the Outlook app installed and use the desktop app, the dropdown will show two
Outlook choices, one for Outlook web calendar and one for Outlook app calendar. Selecting
Outlook web calendar opens the browser Outlook calendar. Selecting Outlook app calendar opens
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the Outlook app desktop interface. After scheduling your first meeting, the system defaults to the
most recently selected option.

e Note: If you did not copy the meeting info details, you will need to recreate the meeting..

e Participants: If you're scheduling a meeting from a conversation, this is where you select the people
toinvite.

e Create team and invite members: Select if you want to create a new team with the meeting
participants. This only appears if you're scheduling a meeting via the Video interface.

e Team name: Only available when you checked to Create team and invite members. The team name
defaults with (your name)’s RingCentral Video Meeting. You can opt to change the team name, but
this will create a separate team conversation.

e Members: Only available when you checked Create a team. Enter the name or email address of the
meeting participants (separated by a semicolon) that you'd like to add to this team.

e Use personal meeting [ID/name]: Select to schedule the meeting with your Personal Meeting ID or
name instead of a newly generated meeting ID. Using the Personal Meeting ID or name will use the
settings of that meeting and apply to all meetings using PMID.

e Require password: Require a password to enter your meeting.

e Participants can only join after me: Only allow participants to join once the host starts the meeting.

e Enable waiting room: When enabled, the host controls when participants join the meeting. The host
can set the waiting room to Everyone, Anyone outside my company, or Anyone not signed in.

e Advanced settings:

o Only authenticated users can join: This allows only authenticated users to join your
meeting. Options include Off, Signed in co-workers, and Signed in users.

o Turn off camera for participants: This immediately turns off the camera for participants
when they enter the meeting. Participants can still turn their cameras on at any point during
the meeting.

o Mute audio for participants: This mutes participants when they enter the meeting.
Participants can still unmute their audio at any point during the meeting.

o Only host & moderators can share screen: Enable this option to allow only you (as host)
and moderators to share their screen in a meeting.
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Joining a meeting

1. Goto Videointhe left navigation bar.
2. Click the Join button at the top of the main panel.

B¢« VIDEO MEETINGS

= -
Message Upcoming meetings

~y
L Past meetings
Video

° RECORDINGS AND SUMMARIES ~ .
s I Buck,

Allrecordings

Upcoming meetings

Fax My recordings Welcome to your meetings center!
o Shared with me -
Text
Contats 3 B 2
More
Start Schedule Join share inroom
- 4
“our personal meeting ID: @® 0O :

3. Enter the meeting info, or select a meeting from the dropdown.

Join a meeting

| Meeting info
Enter meeting ID, link or personal meeting name
\

Cancel Join
4. Click Join. Enter a password if required.
5. Choose how you'd like to connect your audio
Using the meetings page
If you've_ connected yvour calendar, scheduled meetings will appear on the Upcoming meetings page as a list.

1. Goto Video in the left navigation bar.
2. Onthe Upcoming meetings page, hover over the scheduled meeting and click Join.
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Il VIDEO MEET]L... T A . .
() Upcoming meetings

Past meetings

+] B 2]

© RECORDINGSAM... -~
Phone
a All recordings Start Schedule Join Share in room
Workspace H
My recordings Your persanal meeting 1D: [OLE]

@ Shared with me

Contacts
12:00 AM

12:30 AM https/fv.ringcentral. com/join/5701286827?pw=564fe?da.

‘Webinar

»O0e00VYES

3. Choose how you'd like to connect your audio

You can also view all meetings you've attended by clicking Past meetings.

Using only audio

To join a meeting using audio only, make sure you have phone features turned on at the company account
level.

1. Goto Videointhe left navigation bar.

2. Hover over a scheduled meeting and click the More icon to the right of the Join button.

3. Click Dial in. Your dialpad will open, and you'll automatically join the meeting. RingCentral Video
meeting invitations display your premium purchased phone numbers along with the default
RingCentral Video meeting numbers and dial-in options. For your premium numbers to be displayed
in your meeting invitations, you'll need to add them using the Admin Portal.

8:30AM | Req. updates for One-level Reply m
9:30 AM https://v.ringcentral.com/join/361096242?pw=151cbbbd2dd5b4973bbf85fafc0d9 1ff

9 & ie Dialin >

Connect team >
9:00 AM | Nova daily meeting o
9:30 AM https://v.ringcentral.com/join/111999999 Copy meeting link

‘69@@‘, E ”'\"@ Copy meeting info

View meeting details
9:30 AM | 4.30 Message A11y scope

Al A~ AL 4 aAmAnan A A ALA L AAmAL | mre o am 4 A

Note: Clicking More (three vertical dots) > Connect team lets you connect a new or existing team
to the meeting for easy collaboration.
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Using RingCentral Video attendee controls

Attendees in a RingCentral Video meeting can access the following controls via the bottom bar during a

meeting:

Meeting information: The letter ‘i’ icon at the bottom left corner allows you to view or copy the
meeting details.

Network connection: The signal icon shows the network connection details, including packet loss
and jitter for sharing, video, and audio for upstream and downstream media streams. You will also
see latency, which is measured for both upstream and downstream, so it is the same value for both.
Clicking Diagnose issues redirects to the RingCentral Network Test service that provides the
capability to diagnose network conditions.

Mute/Unmute: Mute or unmute your microphone.

Start/Stop video: Turn your camera on or off.

Share: Share your screen or whiteboard.

o Share screen: Share your current screen or window.

o  Whiteboard: Enable the whiteboard. Learn more
Invite: Invite others to the meeting by phone, email, invite link, or invite details.

Participants: View the other meeting participants.
Chat: Send public or private messages to anyone in the meeting.
Reactions: Raise/lower your hand or share nonverbal reactions to participate in the video meeting.

o Raise hand: Raise hand to get the attention of the host, moderator, or presenter.

o Feedback: Asks the host, moderator, or presenter to Slow down or Speed up and react Yes or

No.
o Status: Set by participants to show if they will Be right back or are Multitasking.
o Feelings: Share feelings with an emoji. Choose to send a thumbs up, applause, surprised,
laughing, or sad emoji. Note: Feelings will disappear after 10 seconds.
More: Click here to find the following options:

o Background & effects: Enable Background & effects to display an image or video as your

background during a meeting.

o Presentation mode: Enable presenter overlay in Presentation Mode to place your video over

the screen you're sharing.

o Enable closed captions: Enable closed captions. Closed captions are visually displayed on the
bottom of the meeting screen to provide a better, more inclusive meeting experience by
presenting real-time meeting discussions.

Settings: Configure your video meeting settings.

Send feedback: Report a problem or give feedback on your meeting session.
Submit feature idea: Suggest a feature idea for RingCentral Video.

Help: Open the RingCentral support webpage.

Leave: Leave the meeting.

o O O O
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Sharing your screen in a meeting

1. Click on the Share button via the bottom menu bar.

% 1+ N B @®

Unmute  Start video Invite Participants Chat Record

2. Select which screen you want to share. You can share your entire screen or any of the application
tabs you have open.

3. Click Share.

4. Click Stop share to stop screen sharing.

2 B @

Participants Chat Record

You can also turn on Do Not Disturb while screen sharing from the video settings General menu on
Windows and Settings > Video on Mac. Do Not Disturb (DND) while screen sharing lets you turn off
notifications while in presentation or screen share mode. This helps protect your privacy and prevent
distractions when sharing your screen. To learn more, see Do Not Disturb while screen sharing.

Optimizing screen share for video

You can screen share videos by optimizing screen share for your video. When Optimize for video is enabled,
the frame rate of the screen share will increase to improve video quality and motion smoothness.

Note: This option is only available for the RingCentral desktop app.

1. Click onthe Share button via the bottom menu bar.
Select which screen you want to share. You can share your entire screen or any of the application
tabs you have open.

3. Tick the Optimize for video box.

4. Click Share.

5. Click Stop share to stop screen sharing.
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Using the whiteboard during a meeting

Whiteboard is a virtual collaborative canvas that allows you to express ideas visually. In a RingCentral Video
meeting, you can illustrate ideas the way you would on a physical whiteboard for all meeting attendees to
see and collaborate.

Any meeting participant can start sharing the whiteboard where everyone can draw, comment, edit objects,
and erase them.

Note: Before you use the Whiteboard, make sure your device meets the system requirements.

Enabling whiteboard

In a meeting, click the up arrow on the Share button and select Share whiteboard.
Share screen

Share whiteboard

P

Start video Share Invite Participants

When you share your whiteboard, you can use the whiteboard tool to collaborate or brainstorm with other
participants.
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Sharing a nonverbal reaction during a meeting

1. During a meeting, click the Reactions button at the bottom toolbar.

Reactions

2. You can choose to share the following nonverbal reactions:

a.

b.
C.
d

Raise hand: Raise your hand to get the attention of the host, moderator, or speaker.
Feedback: Ask the speaker to Slow down or Speed up and react Yes or No.

Status: Set your meeting status to Be right back or Multitasking.

Feelings: Share your feelings with an emoji. Choose to send a thumbs up, applause, surprise,
laughing, or sad emaoji.

3. Toclear afeedback or lower your hand, click the button again or wait for the host to dismiss the

reaction.

Note: You cannot have multiple nonverbal reactions, such as Raise hand, Slow down, Speed up, Yes, No, Be
right back, or Multitasking. Only your latest reaction will appear. However, your shared feelings or emoji
notification can appear alongside the reaction and will disappear after 10 seconds.
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Viewing participants who shared nonverbal reactions

You can see the participants who shared nonverbal reactions or raised their hands by clicking Participants at
the bottom toolbar. You can also use the filter to view only the participants who shared feedback or raised
their hands.

Participants (2) Chat Transcript

00:39:41

U
o ser III

¥ Wahyu Mardiansyah-at-us_zer... il

@°o *

Sharing your screen in RingCentral Rooms

Participants in RingCentral Rooms can use one-click direct screen sharing from the RingCentral app for
desktop and web with Proximity Sharing. Proximity Sharing enables the controller to generate an ultrasonic
signal that can be detected by the RingCentral app and automatically connect to the RingCentral Rooms
Controller when a participant clicks Share Screen.
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Enabling Proximity Sharing for RingCentral Rooms

1. Navigate to Settings via the left-hand navigation bar.

B« VIDEO MEETL... oA . .
() Upcoming meetir
Message Upcoming meetings
) Past meetings
Video
L+
% ) RECORDINGSAN.. ~
Phone
All recordings Start
=)
Works i
orkspace My recordings Your pers
@ Shared with me
Contacts
12:00 AM |
12:30 AM
Webinar
More 12:30 AM |
1:30 AM
6:00 AM |
6:30 AM
3:00 AM
4:00 AM
Resource
Center

2. Click onthe Video tab in the left pane.
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3. Toggle on the Display Share in Room option setting under Share in Room.

Video

General

Video service

Choose your preferred app for using video services

RingCentral Video Embedded (POC)
Enable RingCentral Video embedded (POC) for video calls and meetings.

Video meeting settings
Open RingCentral Video settings

Personal Meeting ID

Open RingCentral Video settings to manage your Personal Meeting ID and related
settings

Personal Meeting ID link: https://v.ringcentral.com/join/835349594

RingCentral Video v

Edit

Edit

Share in Room

Display Share in Room option

Allow screen sharing in meeting rooms with compatible Room systems

Screen sharing

Do Not Disturb (DND) while screen sharing

Turn on Do Not Disturb automatically to block all notifications and incoming video
calls on all devices while sharing your screen.
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Using Proximity Sharing for RingCentral Rooms

1. Navigate to Video via the left-hand navigation bar.

B VIDEOQ MEETI... L . .
() Upcoming meetir

1 ) Upcoming meetings

Past meetings

[+ [

O RECORDINGSAN.. ~
Phone
All recordings Start
8
Workspace My recordings Vour pers
@ Shared with me
Contacts
12:00 AM |
12:30 AM
Webinar
More 12:30 AM |
1:30 AM
&:00 AM |
&:30 AM
Apps
Settings
3:00 AM
@ A:00 AM
Resource
Center
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2. Click on the Upcoming meetings tab in the left pane.
3. Click Share in room.

¢ VIDEOQ MEETL... + A

ol Upcoming meetings
Message Upcoming meetings
W Past meetings
Video
+ [ >
% © RECORDINGSAN..  ~ ) E :|
Phone
=) Allrecordings Start Schedule Join Share inroom
L My recordings Your personal meeting 1D:
@ Shared with me
Contacts
Webinar

[T

Note: If you haven't allowed RingCentral Rooms to access your Bluetooth, you will receive a prompt
asking for Bluetooth access. Click Share to give RingCentral Rooms access.

Turn Bluetooth on

Bluetooth is needed so we can let you share your
screen. Turn it on and then you can share.

4. Select the Room you want to share in. You can find the Rooms using these methods:
a. Proximity: If there are Rooms nearby, you will get a list of the available Rooms.

Note: This is only available for RingCentral app for desktop. Web users can only share via a

Meeting ID.
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Select a room to share your screen:

If the room doesn't appear here, you can enter meeting ID

San Francisco
Los Angeles
Boardroom

Boston

Las Vegas

b. Meeting ID: If you can’t find your Room via proximity, you can enter the meeting ID by
clicking on enter meeting ID.

Note: This option will automatically show if no Rooms are detected after 10 seconds.

Select a room to share your screen:
If the room doesn't appear here, you can

San Francisco
Los Angeles
Boardroom
Boston

Las Vegas

5. Select the screen you want to share.
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Stopping screen sharing

You can stop screen sharing from the RingCentral app by clicking on the Stop sharing button on the

Upcoming meetings tab.

E3: %l—@‘

Start Schedule Join Stop sharing

Your Personal Meeting info (D 0

Scheduling a webinar

Webinar hosts can now view all invited panelists and cohosts (up to a maximum of 99) in a centralized

location on the webinar dashboard, found in the desktop app. You can click to resend/delete the invitation

or view its content.

Hosts may also add the description for a webinar from the dashboard in the desktop app.
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Test

Event details

(] 7 © © (=
Webinar info Hosts & panelists © Attendees O

(Maximum 100) (Maximum 10000)
Thu, Jul 21st, 2022 Invite attendees using
11:00 AM - 12:00 PMCST | 1 hour

. Google Calendar
Description No .} . @8 Microsoft Outlook
Prep session No
You can also
Require registration No Invite cohosts and panelists
Download invitation ~ (ICS file) (D
Settings

© 7 © 7 © 7
Webinar settings Recording Q&A
Security Edit Automatically record this Off Allow Q&A On

webinar
Webinar room Edit Allow anonymous questions On
Post-webinar Edit

< Back Hosts and panelists

Cohosts

Panelists

Invite panelists

You can invite up to 97 more cohosts or panelists. You can also invite RingCentral Rooms as a panelist. @

Invites have not been sent yet.

&4 Invite

Added panelists (invite not sent)
John Doe2001
john.doe2001@kamino1657078805273.com

John Doe2002
john.doe2002@kamino1657078805273.com

Filter invited/added panelists
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Using Presentation Modes in a RingCentral Video meeting

Make your training sessions and sales presentations in RingCentral Video more impactful and immersive
with Presentation Modes.

Overlay mode

The Presenter overlay mode allows you to show your camera while using your presentation as the
background. You can use this feature via your web browser (Chrome and Edge) or the RingCentral desktop
app. You can also adjust the transparency of your video to make sure you're not covering up any important
information.

Using the Presenter overlay mode

1. Whenina RingCentral Video meeting, click the More button at bottom right.
2. Select Presentation mode. This opens the Settings window.
3. Click Overlay.
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Settings X
) Audio
[ [ Video
[]  Background & effects
-BEIA
g Presentation mode
2 Delegates [ [ ]
e = may run slowly with Presentation mode enabled and your
iE General . Vi screen share quality may be impacted.
: -'.-'\\
Overlay Glassboard Newsroom
- - - '-
Conference room
Presenter transparency ()
| have a green or blue screen
OFF
Learn maore
4. Dragthe blue rectangle on the preview screen to resize or move your video around.
5. Click and drag the slider to adjust the transparency of your video.
6. You canselect an option for | have a green or blue screen if you have one.
7. Close the Settings window.
8. Click the Share button and select a screen to share.

9. Click Share.
Glassboard mode

Glassboard mode makes it look like you’re behind your presentation by making your video transparent
through primarily white or black colors in your presentation.

Glassboard mode works with online white-boarding tools such as Miro or with any presentation of
consistent color (either mostly white or mostly dark).
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Using Glassboard mode

1. Whenin aRingCentral Video meeting, click the More button at bottom right.
2. Select Presentation mode. This opens the Settings window.
3. Click Glassboard.
4. Select the primary background color of your presentation.
a. Choose White if your presentation is mostly light-colored.
b. Choose Black if your presentation is mostly dark-colored.
Settings
o) Audio
[ [] Video
]  Background & effects
g Presentation mode
g Delegates p——e

= G I “Your compu| gr may run slowly with Presentation mode enabled and your
== enera audio. vided | screen share quality may be impacted.

1

Overlay Glassboard Newsroom

- - -‘

Conference room

Presentation background color .
Auto White Black
Learn more
I have a green or blue screen
e OFF
Learn more

You can select an option for | have a green or blue screen if you have one.
Close the Settings window.

Click the Share button and select a screen to share.

Click Share.

Sl R
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Newsroom mode

The Newsroom mode is designed to give you the most presentation real estate while keeping your video to
the side and ensuring it doesn’t overlap with your presentation.

Using Newsroom mode

1. Whenin aRingCentral Video meeting, click the More button at bottom right.
2. Select Presentation mode. This opens the Settings window.
3. Click Newsroom.

Settings X
) Audio
[ 1] Video

2]  Background & effects

[BETA]
Presentation mode

g Delegates

= “Your computer may run slowly with Presentation mode enabled and your
- General sudio, video, screen share quality may be impacted.

1L

Overlay Glassboard Newsroom

- = -i

Conference room

Size of my presentation —)
Size of my video —)
P

; .
Horizontal position of my video Left Right
I have a green or blue screen
| OFF
SArN MAre

Select either Left or Right to choose the position of your video.

You can select an option for | have a green or blue screen if you have one.
Close the Settings window.

Click the Share button and select a screen to share.

Click Share.

’_
.

s
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Conference room mode

Conference room mode gives your presentation a more immersive feeling, like you're in a real conference
room.

Note: Make sure your camera is positioned far enough away from you to provide a realistic perspective.

Using Conference room mode

1. Click the More button at bottom right.
2. Select Presentation mode. This opens the Settings window.
3. Click Conference room.

Settings X

o)  Audio —
[ L Video

E‘_ﬂ Background & effects

[BETA |
g Presentation mode

g Delegates

Your computer may run slowly with Presentation mede enabled and your
- General audic. video. scraan share quality may be impacted.

1
Ir

o Qverlay Glassboard Newsroom

Conference room

Size of my video —)

I have a green or blue screen
Learn more
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You can select an option for | have a green or blue screen if you have one.

Close the Settings window.
Click the Share button at the bottom and select a screen to share.
Click Share.

No o s~

Best practices when using Presentation mode

e Practice the position of your video before your presentation and as you transition slides. You can
always change the position of your video in your video settings during the meeting.

e Be mindful of your hands — when using your hands to explain something, make sure to keep your
hands inside the video camera frame.

e Consider using a green screen. For more information about green screens, see Using a green screen
with RingCentral Background & effects and Presentation mode.
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Requesting and approving remote desktop control

RingCentral Video provides remote desktop control during screen sharing in a meeting. Any participantin
the meeting can ask the presenter to give them control of their screen during a screen share. When the
request is approved, the user can use the mouse, touchpad, and keyboard on the presenter’s desktop. Learn
more about how this feature can be enabled or disabled from the Admin Portal.

Limitations

e Theremote desktop control feature is available to users using the RingCentral app for desktop. The
user who requests control can either use the RingCentral app for desktop or web.

e Theremote desktop control feature is available only while full-screen sharing, not while the app is
minimized during screen sharing. Only one user is allowed per remote desktop control session.

Requesting remote desktop control during a screen share

Meeting participants can request to remotely control the screen of the host or screen-sharer.

1. Click the View options dropdown while a screen is being shared, then select Ask for remote
control.

.ll Alex Brown's screen Vd View options -~

— + Fit to window

@ smrenl | Original size
L3 1

v ¥ ‘t

Al h. ! 4

v Show video gallery

Ask for remote control

41 % Melody Kan al % John Smit

3. Click Ask for control to confirm.

Remote control X

Ask for control of Alex Brown's
shared screen?

Ask for control
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A notification at the top of the screen will appear when the presenter has given you access to their screen.

-Il You can now control Alex Brown's screenscreen /7 View options v

.-

— Ay

J

| e

Wl % Bob Marley e J1:% Melody Kan a1 % John Smith a1 % Alex Brown
i

“c-.@c - IO

Approving support remote desktop control during a screen share

A screen-sharer can set control access for their shared screen, and can also approve or deny any
remote-control requests.

During a screen share, presenters can select Don’t allow requests under Remote control.

ddesa
g a A o)
You are sharing ' 4 - 8:47 PM
Annotation Remote control  Stop sharing

Don't allow request

When the presenter grants remote control to another participant, a popup window appears on the
requester’s screen. The requester can click Open System Preferences to accept remote control.

o Remote control

Zarina Khokovanikova is asking for control of your screen. To
allow Remote control, open System Preferences, choose
Accessibility and allow RingCentral to control your computer.

[ OK Open System preferences

Don't allow any future requests
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A notification at the top of the screen will appear on the requester’s screen when granted access. The
requester can stop the remote control anytime.

.II You are controlling Zarina Kholshevnikova's ... # View options A

+" Fit to window
Original size

Stop remote control

The presenter can temporarily take back control at any time by moving their mouse or typing.

The remote controller can also take back the control by moving their mouse or typing. If the presenter wants
to end the remote control session, they can select Remote Control > Stop remote control from the sharing
toolbar at any time.

Approving support remote desktop control request

You will see a Request control popup window when a participant asks to control your desktop. You can
approve or deny the request.

When a participant submits a desktop-control request to you, a Request to control your desktop popup
window will appear in the middle of your screen. Click Approve on to give desktop access to the requester.

Request to control your desktop

Jay Shah is requesting to remotely control your
desktop.
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Removing background noise during a RingCentral Video meeting

RingCentral background noise reduction is turned on at the Regular level by default and filters out constant
sounds picked up by your microphone such as car noise, wind, or fans.

If you're in a meeting in a location with the potential for sharp sounds, such as a dog barking, or a baby
crying, you can select the Advanced option.

Using Remove my background noise

1. Inameeting, click the up-arrow next to Mute/Unmute microphone in the bottom menu.
2. Under Remove my background noise, select an option:
a. None: Turns off background noise reduction.
b. Regular: Removes constant background noise like cars or fans (default setting).
c. Advanced: Removes sharp noises such as typing, a car horn, or a dog barking.

O Select a speaker and microphone combination

v MacBook Pro (Built-in)

& Select a microphone
+ System default microphone

MacBook Pro Microphone (Built-in)

di) Select speakers
+ System default speakers

MacBook Pro Speakers (Built-in)

(1) Remove my background noise
None

v Regular
Advanced

Test mic and speaker settings

Leave computer audio

N B

Unmute  Start video Share  Participants Chat Record

Note:
e If youdon’t see background noise reduction in the menu, make sure you have the RingCentral app
version 22.1.30 or later.
e |Ifyouselected the Advanced setting:
o It will stay on for the duration of the meeting and will reset back to the default option
(Regular) for your next meeting.
o ltwillincrease the CPU usage of the RingCentral app. If you notice signs of high CPU usage,
like your voice sounding choppy to others, you might want to switch back to Regular.
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o If your CPU usage gets too high, it will automatically switch to Regular, and you'll receive a
warning pop-up message of this change.
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Viewing and managing RingCentral Video meeting recordings

Once you record a RingCentral Video meeting, you can view, download, delete, or share the recording, as
well as customize email notification settings. You can also manage a video highlights version of the
recording, summaries, keywords, and transcripts—all generated by artificial intelligence (Al) technology.

Viewing and managing meeting recordings from the recording overview
Finding the overview of a meeting recording

1. Inthe navigation bar, click Video.
2. Click Recordings at the top right.

() Video
Message
e Upcoming meetings Past meetings Recordings

Video

&
3 8 9
&

Inbox Start Schedule Join Share inroom

® Personal meeting ID: @ '_D :

Contacts

More Today

09:30 AM
10:00 AM

eOe®

3. Todetermine which recordings are displayed, click the dropdown below Recordings and select one
of the following:
e Allrecordings: All your meeting recordings.
e Myrecordings: Meetings you recorded.
e Shared with me: Meeting recordings shared with you.

Viewing and managing recordings from the recording overview

1. View the meeting name: This is created by the host when scheduling the meeting. Instant meetings
or those without a unique name will appear as RingCentral Video meeting.
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Note: A meeting’s name can't be changed after the meeting starts.
2. Check the status and watch the recording: To the right of the meeting name is a Play button or

status message:

e Play button: Your recording is ready. Click to watch it.

e Processing: Your recording is still being created.
e Failed: Your recording wasn’t successful.

3. View ashort Al-generated summary of the recorded meeting.

All recordings

Buck Strick's RingCentral Video me...";

The participants discussed the 3rd option if - Host

ikl ® o856 ;
the gatekeeper does not want to transfer the Buck Strick
call.
defense | sales calls | gatekeeping | business | person | office manager | agenda

administrative assistant | pause recording | drop title

RingCentral Meeﬁngr

The meeting is about the beta test app 8 n Host

Processing... |
download

Beta | testapp | download

4. View Al-generated keywords from the recorded meeting.

All recordings

Buck Strick's RingCentral Video me...

The participants discussed the 3rd option if Host
Reseiban’s ® oss6

the gatekeeper does not want to transfer the Buck Strick
call

defense | sales calls | gatekeeping | business | person | office manager | agenda
administrative assistant | pause recording | drop title

RingCentral Meeting

The meeting is about the beta test app @ 02:51 n Host

download.

Beta | testapp | download

1st slide

1st slide

¥ Filter recordings

Yesterday, 11:05 AM

distance

6/23/22,3:27 AM

Y Filter recordings

Yesterday, 11:05 AM

distance T

6/23/22, 3:27 AM

5. Edit the Al-generated summary or keywords from the recorded meeting:

a. Hover over the recording overview.

b. Ifyou attended but didn't host the meeting, click the Edit summary icon on the far right. If
you hosted the meeting, click the three-dot More icon on the far right, then click Edit

summary.

Note: If a recording of a meeting you didn’t attend has been shared with you, you can’t edit

the summary.
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3

Message

Video

S

Phone

&

Inbox

Q

Contacts

More

Video

Upcoming meetings Past meetings

Recordings

¢ Filter recordings

Host
RingCentral Video meeting ® o013 @

Host
RingCentral Video meeting ® 0014 @

c. Edit the summary or keywords:

All recordings v

U2

Z Editsummary

il Delete recording

e To edit the summary: Click the Brief summary field. You can enter up to 200
characters.
e Toadd or remove keywords: Click the Keywords field. You can enter up to 15
keywords.
d. Click Save.

Edit Buck Strick's RingCentral Video meeting

Brief summary
The participants discussed the 3rd option if the gatekeeper does not want to
transfer the call.

95/200
Keywords

defense e sales calls Q gatekeeping Q business e person 0
office manager €  agenda @  1stslide €@  distance @

administrative assistant o pause recording 6 drop title 0

— AT S T O R P S U S O e e ey =S e O OIS S e BT TS

P

cance' m

6. View the length of the recording.
7. View the date and starting time of the recorded meeting.
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All recordings < Filter recordings

RingCentral Meeting

The meeting is about the beta test app @ 02:51 n Host 6/23/22,3:27 AM |
download.

Beta | testapp | download

8. Share the recording with coworkers:
a. Hover over the recording overview.
b. Click the Share recording icon that appears at the far right.

All recordings Y Filter recordings

Buck Strick's RingCentral Video me...

The participants discussed the 3rd option if Host .
: cper : (B aise Buck Strick | £

[E,
I

the gatekeeper does not want to transfer the
call

defense | salescalls | gatekeeping ' business ' person | office manager | agenda | 1stslide | distance
administrative assistant | pause recording | drop title

RingCentral Meeting

The meeting is about the beta test app ® o251 ﬂ Host 6/23/22,3:27 AM
download.

Beta | testapp | download

c. Select coworkers:
e To share with meeting participants, do either of the following:

o Check the box to the right of a person’s name to share with individual
participants.

o Check Select all to share with all participants.

e Toshare with coworkers who weren’t in the meeting, do either of the following:

o Begin entering a coworker’s name in the search bar. When the name
appears below, click Add.

o Click the Add coworkers button to the right of the search bar. In the popup
window, begin entering a coworker’s name or email address, then click the
name when it appears below. Click Add.

Note: If the Share button isn’t clickable, #+means you've already shared the recording with
the selected coworker(s).

d. Check Send notification about recording if you'd like to send coworkers an email letting
them know the recording was shared.

e. Click Share.

f. Therecordingis automatically added to the coworker’s list of recordings, accessible by
clicking Video in the navigation bar, then Recordings at the top of the page.
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Share recording with

o |

Q. Search for or add coworkers
Meeting participants (2) Select all D ]
J

|| Send notification about recording

.
Cance' m

Note: You can only share recordings of meetings you host or instant meetings you initiate, and you can only
share recordings with coworkers. To share recordings shared with you or share recordings outside your
organization, you can download the recording (see below).

9. Download the recording, meeting summary and highlights, or transcript:

a. Hover over the recording overview.
b. Click the Download icon that appears at the far right.
c. Select what you want to download:
e Recording: An MP4 (video) file of your recording
e Summary & highlights: A PDF file containing an Al-generated summary, highlights,
and meeting keywords
e Transcript: A PDF file containing a complete, Al-generated transcript of the meeting
d. Lookinyour downloads folder or wherever your downloads usually appear.

All recordings Y Filter recordings

Buck Strick's RingCentral Video me...

The participants discussed the 3rd option if @ Host -
the gatekeeper does not want to transfer the Buck Strick
call.

defense | salescalls = gatekeeping ' business = person | office manager | agenda | 1stslide | distance
administrative assistant | pause recording = drop title

RingCentral Meeting
The meeting is about the beta test app @ 02:51 n Host 6/23/22,3:27 AM

download.

Beta | testapp | download
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Note: Downloading a recording allows you to share recordings that were shared with you or share
recordings with people outside your organization. Simply send the MP4 file as an attachment using
email or any messaging app.

10. Delete the recording:
a. Hover over the recording overview.
b. Click the three-dot More icon that appears at the far right.
c. Select Delete recording.
d. Click Delete in the popup window to confirm.

@#aW Host
® 011534 @ vy 7

[ Delete recording

unified app | sprint | ticket | videoroom phone | storypoints | snag | articles @ related work streams | copy ek
writer | small medium business | design operations team | google doc

Note: Meeting recordings are stored for up to one year, depending on your service plan, then automatically

deleted. Learn more about RingCentral’s data retention policies.

Viewing and managing meeting recordings from the recording detail window
Finding the detail window for a meeting recording

1. Inthe navigation bar, click Video.
2. Click Recordings at the top right.
3. Todetermine which recordings are displayed, click the dropdown below Recordings and select one
of the following:

e Allrecordings: All your meeting recordings

e Myrecordings: Meetings you recorded

e  Shared with me: Meeting recordings shared with you
4. Click anywhere on the recording overview to open the recording detail window.
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) Video

Message

W« Upcoming meetings Past meetings Recordings

Video

&

Phone

@ - Host
Inbox ® 2525 5/1201:55 PM

Contacts email address | pdfguide | judgmentcall | pill | front googledoc | article ' jupiter | mobileapp | presence

’ Filter recordings All recordings v

More

Host
® 1617 \\O) 4/2002:30 PM

gathering information | resource material | mvplicense | articles | project manager | scope | ticket | scratch
test testing environment | bulk upgrade | plancontent number

Viewing and managing recordings from the detail window

1. View the meeting name, date, time, and ID number: This is created by the host when scheduling
the meeting. Instant meetings or those without a unique name will appear as RingCentral Video
meeting.
Note: A meeting’s name can’t be changed after the meeting starts.
Check the length of the full recording.
3. Share the recording with coworkers:
a. Click Share at the top right.
Note: This will only appear for recordings of meetings you host or instant meetings you initiate.

N
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RingCentral Video meetin
g 9 < Share
Dec 06, 2022, 2:30PM - ID; 783-738-132

7»} Recording 111 |t Highlights 0:12 B a8 * £
Summary Transcript Highlights Notes

b. Select coworkers by doing any of the following:
e To share with meeting participants:
o Check the box to the right of a person’s name to share with individual
participants.
o Check Select all to share with all participants.
e To share with coworkers who weren't in the meeting:
o Begin entering a coworker’s name in the search bar. Click the name when it
appears below.
Note: If the Share button isn’t clickable, #means you've already shared the
recording with the selected coworker(s).
c. ClickShare.
d. Therecordingis automatically added to the coworker’s list of recordings, accessible by
clicking Video in the navigation bar, then Recordings at the top of the page.
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Share recording with X

| Search by co-workers and participants

Meeting participants

Select All |

@ David Jenkins

Cance' “

4. Download the recording, meeting summary and highlights, or transcript:
a. Click the Download icon at the top right.
b. Select what you want to download:
e Recording: An MP4 (video) file of your recording
e Meeting materials: A PDF file containing an Al-generated summary, highlights, and
meeting keywords

e Transcript: A PDF file containing a complete, Al-generated transcript of the meeting

B Download
Summary

[Ja Recording
Brief

4
It Meeting materials | =
The participants talk low
PArEED P’B\F Transcript
app email, visual tre |rate

project, beta features and first poirt,

c. Lookinyour downloads folder or wherever your downloads usually appear.

Note: Downloading a recording allows you to share recordings that were shared with you or share

recordings with people outside your organization. Simply send the MP4 file as an attachment using
email or any messaging app.

5. Delete the recording:
a. Click the Delete recording icon at the top right.
b. Click Delete in the popup window to confirm.
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RingCentral Video Meeting

Dec 06, 2022, 12:59PM . ID: 971-178-615

"= Recording 55:09 ¢ Highlights 3:28 a *
Summary Transcript Highlights Notes

Note: Meeting recordings are stored for up to one year, depending on your service plan, then automatically
deleted. Learn mor Rin ntral’ retention polici

6. Watch and manage the full recording: Click the Recording tab to do the following:

Buck Strick's RingCentral Video meeting
Feb 07, 2023, 11:05 AM - ID: 811-256-252

»} Recording 8:55 "¢ Highlights 1:01

Watch the full recording: Click the Play button at the bottom left of the playback area.
Mute, unmute, and adjust the volume:
o To mute or unmute: Click the Mute/Unmute icon at the bottom left of the playback
area.
o To adjust the volume: Hover over the Mute/Unmute icon, then click and drag the
slider that appears.
e Share alink to the recording: Click the Share link icon at the bottom right of the playback
area. Under Share link, select either of the following:
o  Copy thereplay link: Copies a link to the beginning of the recording.
o Copy the link at M:SS: Copies a link to a specific time in the recording. After copying,
paste the link into an email or text message to share with a coworker.
Note: A coworker can only access the recording using a shared link after you have first
shared the recording directly using a Share button (see 3. Share the recording with
coworkers above).
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e Adjust the playback speed: Click the Settings icon at the bottom right of the playback area,
then select your desired speed.

e Enter and exit full screen mode: To enter, click the Full screen icon at the bottom right of
the playback area. To exit, click the Exit full screen icon at the bottom right.

e Jump to, or edit, Al-generated chapters of the recording (for recordings longer than five
minutes):

o To jump to a chapter: Click the chapter name below the playback area, next to
Chapters. You can also click the arrows to move forward or back through the
chapters.

To edit chapter names: Hover over the chapter name, then click the Edit icon.
To share a link to a chapter: Hover over the chapter name, then click the Copy
chapter link icon. Paste the link in an email or text message to share with a
coworker.
Note: A coworker can only access the recording using a shared link after you have
first shared the recording directly using a Share button (see 3. Share the recording
with coworkers above).

e View alist of participants and select whose talk times are displayed: Click Participants,

then check the desired box(es).
e Select how participants are organized: Click the Sort by arrow then select By talk time or

By name.
e View each participant’s talk time: See Total speaking time on the left and % of all speaking
time on the right.

e Watch only the segments in which a particular participant is talking: Hover over the
profile picture to the left of the participant’s name, then click the Play button that appears.

Buck Strick's RingCentral Video meeting
Feb 07, 2023, 11:05 AM - ID: 811-256-252

=% Recording 855 | ¥¥ Highlights 1:01

p o) 0:00/8:55 . Recording
Chapters pause recording 3rd option

Participants 2 ~ sort by talk time ~

‘ Buck Strick @ 2:54 0326%

‘ Charity
—
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7. Watch and manage the Al-edited video highlights version of your recording: Click the Highlights
tab to use the same functions described in step 6 above, but to watch and manage the video
highlights version of the recording.

RingCentral Video Meeting

Dec 06, 2022, 12:59PM - ID: 971-178-615

»% Recording 55:09 ¢ Highlights 3:28 B a * .
Summary Transcript Highlights Notes

Viewing and managing meeting materials from the right side of the recording
detail window

The right side of the recording detail window lets you view and manage RingCentral Video
meeting insights and other materials.

Meeting insights are generated using Al technology. They include a summary of the meeting,
keywords, a transcript of the full recording, and video highlights with their associated transcripts.
Other materials include the whiteboard and notes created by participants during the meeting.

1. View and manage the Al-generated summaries and keywords: Click the Summary tab at
the top to do the following:

o Edit the summary, brief summary, or keywords: Click the Edit icon at the right of
Brief, Keywords, or Summary. In the popup window, click in the main field to edit,
then click Done.
Note: You can enter up to 200 characters for the brief summary, up to 10,000
characters for the summary, and up to 15 keywords.

e Copy the summary, brief summary, or keywords: Click the Copy icon at the right of
Brief, Keywords, or Summary.
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Note:

e Any coworkers whom the recording has been shared with can copy the summaries
and keywords. Only meeting participants can edit them.
e Edits to the summaries or keywords appear for all coworkers the recording has

| 109
B a * £
Summary Transcript Highlights Notes
Brief 2 o

The participants talked about ticket, titles for new content,
project manager, screenshots for the future, description of the
product and phone app

Keywords 2
gathering information resource material mvp license
articles project manager scope ticket  scratch
test testing environment bulk upgrade
plan content number

Whiteboard

Open

Summary Z &

Polixenia said that scoping includes gathering information and

reaching out to smes. Polixenia said that they generate the
titles for new content and they plan the individual articles.

been shared with.

2. View and manage the Al-generated transcript of the full recording: Click the Transcript

tab at the top to do the following:

e Search the transcript: Click the search bar at the top, then enter a word or phrase.
Click the arrows thatappear below the search bar to move forward or back

through the transcript highlighting each mention.

e Edit the transcript: Hover over the area of the transcript you'd like to edit. Click the
Edit icon that appears at the right. In the popup window, click in the main field to

edit, then click Save changes.
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= * r4
Summary Transcript Highlights Notes
Search

gathering information resource material  +9 more

Yeah, it would be best to reach out to the project manager,
yeah.

" ® F|e|x

Cool. Okay. So, | feel like that is probably where | am going to
start most of the time.

e Revert to the original transcript after editing: Click the Revert to original
transcript icon to the right of the search bar at the top. Click Revert in the popup
window to confirm.

e Watch the recording along with the transcript starting at any point: Hover over
the transcript where you'd like to begin watching the recording. Click the Play
button that appears at the right.

a * £
Summary Transcript Highlights Notes
Search

gathering information resource material  +9 more

Yeah, it would be best to reach out to the project manager,
yeah.

" ®lg ¢ »

Cool. Okay. So, | feel like that is probably where | am going to
start most of the time.
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e Add or remove text highlights from the transcript:
o Toadd text highlights: Use your cursor to select text. Click the Create
highlight icon that appears.
o Toremove text highlights: Select only the currently highlighted text. Click
the Delete highlight icon that appears, then click Delete in the popup

window.
e Copy from the transcript: Use your cursor to select text, then click the Copy icon
that appears.
a8 * £
Summary Transcript Highlights Notes
Search

gathering information resource material  +9 more

Yeah, it would be best to reach out to the project manager,
yeah.

" olale|w

Cool. Okay. So, | feel like that is probably where | am going to
start most of the time.

3. View and manage Al-generated video highlights, and associated transcripts, from your
recording: Click the Highlights tab at the top to do the following:

e Search the transcript of video highlights: Click the search bar at the top, then
enter a word or phrase. Click the arrows that appear below the search bar to move
forward or back through the transcript highlighting each mention.

e Watch video highlights: Hover over the video highlight you'd like to watch. Click
the Replay highlight icon that appears to the right.

e Share links to video highlights: Hover over the video highlight you'd like to share.
Click the Copy highlight link icon that appears at the right of it, then paste the link
in an email or text to share it.

Note: A coworker can only access the recording using a shared link once you have
first shared the recording directly using a Share button (see 3. Share the recording
with coworkers under Viewing and managing recordings from the detail window
above).

e Find avideo highlight within the full transcript: Hover over the video highlight
you'd like to find. Click the Find in transcript icon that appears at the right of it.
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e Delete a video highlight: Hover over the video highlight you'd like to delete. Click

the Delete highlight icon that appears at the right of it. Click Delete in the popup
window to confirm.

a * £
Summary Transcript Highlights Notes
Search
@ ® 2RO

Look like if you need to find them so onboarding and education,
you XO phone, UX phone messaging, you XUA video, we have
RCV, R, CW and UX room and unified app is you a also it is
weird that messaging | did not make this slide and then you x
plat is integrations. And development.

4.View and manage the notes from the meeting: Click the Notes tab at the top to do the
following:

a * £
Summary Transcript Highlights Notes
Normal ~ B A = = B +-~ Y

e Select public or private notes: Click Public to view and manage meeting notes

visible to all participants. Click Private for your personal meeting notes visible only
to you.

e Search the notes: Click the Search icon above the notes area, then enter a word or
phrase. The searched words are highlighted.

e Download the notes: Click the Download icon above the notes area. This will
download a PDF file containing all notes taken during the meeting.
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e Edit the notes: Click anywhere within the notes.
e Use formatting tools: Use your cursor to select the text to format. Then, hover over
any icon in the toolbar to display the tool’s name and click to apply it.

5. View and manage the whiteboard from the meeting: Click the Summary tab at the top, then
click Open under Whiteboard. Use the tools and shortcuts to add text or sticky notes, erase, share
the whiteboard, and more.

Note: Edits made to the public notes or whiteboard appear for all coworkers the recording has
been shared with.

Managing notification settings for meeting recordings

You can choose whether to receive email notifications when a recording is ready to view, has been
deleted or shared, or when a meeting has ended.

1. Inthe navigation bar, click Settings.
2. Click Video in the left panel.
3. Click Edit.

[l Settings Video
Message
General
O @ General
Video
W Message
% Video meeting settings m
Phone ¢ Video Open RingCentral Video settings
& % Phone
Inbox Personal meeting m
® A Notifications and audio gCentral Video settings tomanage your Personal meeting ID and
Contacts @ Themes
Pe geentral.com/join/284802190?
@ Pri pw=e dé6
More @ Privacy
H Calendars and contacts . L —
Allow incoming calls while in a meeting
# Keyboard shortcuts Receive incoming calls while you're in ameeting. Turn off to reject video
calls and send voice calls to voicemail.
Customize tabs
Rooms
Allow direct sharing in Rooms D
Allow direct screen sharing in meeting rooms with compatible systems
E:} Screen sharing
Apps
Do Not Disturb (DND) while screen sharing ()
Settings Turn on Do Not Disturb automatically to block all notifications and incoming
video calls on all devices while sharing your screen.
@
Help

4. Click General in the popup window.
5. Under Send email notification, check the box(es) next to the events you want to be notified
about: Recording is ready, Recording is deleted, Recording is shared, Meeting has ended.
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o)  Audio
@« Video
E“j Background & effects

Presentation mode

[8] Delegates

-
=  General

[

o
)
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Switching a RingCentral Video meeting from desktop to mobile

1. While you're in a meeting on your computer, open the RingCentral mobile app on your phone.
2. Tap Switch meeting to this device at the top of your screen.

o Video
<0
E1: =i 2]

Start Schedule Join Share in room
.
.

Switch meeting to this device ]

Personal meeting ID ()

3. Tap Switch.

Video

[+] 5| 2]

Start Schedule Join Share in room

Personal meeting ID () P i . E

Switch meeting to this device

Today - Friday, August 5

ses

i T a— - ;
Now until | — en

1:30 PM
0,

Confirm meeting switch

Now unt
2:00 PM

Cancel Switch

Note: This will open the meeting on your phone and close it on your computer.

Switching a RingCentral Video meeting from mobile to desktop

1. While you're in a meeting on the mobile app, open the RingCentral desktop app on your computer.
2. Click Switch meeting to this device in the green bar at the top of the screen.

You're currently in a meeting on another device. Switch meeting to this device

RingCentral,Inc. ‘< > ' Q Search
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3. Check the box for Keep me connected on my other device if you want to attend the meeting from
both the mobile and desktop apps.

Note: If you choose this option, you'll need to leave the meeting from both apps when you finish.

Confirm meeting switch

7 &y

Join meeting on this device?

[ Keep me connected on my other device __]e

ot (IR

4. Click Switch.

Starting a conference call

The RingCentral app on your desktop or web browser lets you start a conference call with multiple
participants.

You can start a conference call by clicking Start conference call anywhere you find it in the RingCentral app
on your desktop or web browser.

Starting a conference call using the new actions button

1. Click the new actions (+) button to the left of your profile picture in the upper right corner.
2. Select Start a conference call.

1

BS  Strick Panes Company < > Q Search @

[ @ Mentions ® Buck Strick (me) Send new message

Message
Create t:

i M Bookmarks TralgLeam

Video Start a video meeting

% SHOWUNREAL Schedule a video meeting
Fhone # FAVORITES Create webinar

O Start a conference call

Text 2 DIRECT MESSAGES

E Send new text

Fax 1 TEAMS Send new fax

Invite to RingCentral »
Contacts

More
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3. The Conference call window will show your conferencing information. Update your details if
necessary.

a. Dial-in number: The number that participants use to dial in to the conference call. You can
also include additional dial-in numbers.

b. Allow participants to join before host: If this is turned on, you’ll allow participants to join
the conference call before the host joins.

4. Click the Invite dropdown and choose how you'd like to invite participants.

a. Invite by Text: Send a text message from your RingCentral phone number. Search for a
contact or enter a number, then click Send. Note: This option is only available to users with
direct numbers or DigitalLines.

b. Invite by Email: Open your synced email account with an email that includes your
conference call information filled in automatically. Add contacts, then send the email as you
normally would.

c. Invite by Message: Send a direct message using the RingCentral app on your desktop or
web browser. Enter your contacts’ names or email addresses, then click Send.

5. Click Start conference.

Conference call

Dial-in number

BE= United States, Philadelphia, PA v
Include additional dial-in numbers
Enter number -
Host access 594670876
Participant access 259709090
Allow participants to join before host o

. 1
Cancel Start conference

Starting a conference call from Message

1. GotoMessage in the left navigation bar.
2. Select a group or team conversation.
3. Click the More icon at the top right of the main panel, then select Start conference call.
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O~ | i K&

W | © Mentions Weekly Report A &s
Message

Cla W Bookmarks Open team profile

Video Notification preferenqgii
SHOW UNREAD ( g -P,

% Get Sta rtEd ! Start conferencecall |

Phone =
# FAVORITES ~ Copy team URL

This is the beginning of your team conver:

Text Weekly Report 1 Post message via email
LEJ Content Planning Add apps
Fax Share afile Create a task Ad

Company Leave team

Calendar updates

Contacts

4. Click Start. The dialpad will automatically open, and your conference call will begin.

Starting a conference call from Phone

1. GotoPhoneinthe left navigation bar.
2. Click Conference calls.
3. Click My room to view your conferencing information.

R CALLHISTORY + A
- Conference calls
Message All calls ’ o
-
7 | (3] o
Missed calls v room — <
Video v o y D
‘ " Callrecordings .
Phone
O ao VOICEMAIL N
flext All voicemail
Contacts &, CONFERENCE + A~ g
e Conference calls |
More
Make a call

4. Update your details if necessary.

a. Dial-in number: The number that participants use to dial in to the conference call. You can
also include additional numbers.

b. Allow participants to join before host: If this is turned on, you’ll allow participants to join
the conference call before the host joins.

5. Click the Invite dropdown and choose how you'd like to invite participants.

a. Invite by Text: Send a text message from your RingCentral phone number. Search for a
contact or enter a number, then click Send. Note: This option is only available to users with
direct numbers or DigitalLines.

b. Invite by Email: Open your synced email account with an email that includes your
conference call information filled in automatically. Add contacts, then send the email as you

normally would.

© 2023 RingCentral, Inc. All Rights Reserved


https://support.ringcentral.com/article/Phone-Numbers-DigitalLine-Overview.html

RingCentral app desktop and web | 119

c. Invite by Message: Send a direct message using the RingCentral app on your desktop or
web browser. Enter your contacts’ names or email addresses, then click Send.
6. Click Start conference.

Conference call
Dial-in number

E= United States, Philadelphia, PA v
Include additional dial-in numbers
Enter number v
Host access 594670876
Participant access 259709090
Allow participants to join before host [ o]

Cancel Start conference |

Starting a conference call on behalf of another user

You can start a conference call on behalf of another user only if they’ve turned on delegate permissions.

1. GotoPhoneinthe left navigation bar.
2. Click Conference calls.
3. Hover over the name of the conference room you’d like to use.
4. Click Start a conference on behalf of.
Making a call

You can make a call right within the RingCentral app to other users in your organization, and if your
extension has a DigitalLine, you can also make outgoing calls to external phone numbers. To use this feature,
your app administrators must first enable phone features at the account level.

Additionally, for users with Digital Lines, you must also ensure that your emergency address is up to date,
otherwise, you will be limited to only making calls to other people within your company. See Configuring
phone settings in the RingCentral app desktop and web and Phone Numbers - RingCentral DigitalLine
Overview to learn more.

There are several ways you can make a call in the RingCentral app. You can start a call via the following
methods:
e Selecting the Dialpad icon at top right
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e Hovering your mouse over the Call History section via the Phone menu and selecting the Start call
plus button that appears at far right
e Clicking on the Call phone icon anywhere you see it within the app

To make a call using the dialpad:
1. Navigate to the Phone menu via the side menu bar.
2. Click the Dialpad icon at the top right
3. Leave the default Caller ID or select a new number in the Call from the dropdown list.

p  NewCall

<
v
v
- o~ ¢
<
v
]

Enter a name or number

Call from: (209) - I

! 2 3

| ABC DEF

9 6

JKL MNO

. 7 8 9

PQRS TUV WXYZ

Yox 0 #

-
-

4. Enter anumber in the dialpad and dial the number in one of two ways:
a. Type aname or phone number of the person you'd like to call to populate a list of options
below
i Select the contact you'd like to dial to start a call
b. Manually press the keys on the dialpad to dial a number
i Click the green button at the bottom to start the call

Note: Users need to dial 10 digits (area code + telephone number) to complete local calls in the United
States.

To learn more about making a call in the RingCentral app, visit Make a Call in the RingCentral App for
Desktop or Web.
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Taking a call

You can easily take a call using the app whenever someone calls your RingCentral number. When you have
an incoming call, a pop-up window will appear, from which you can select from the following options:

o Answer: Click this button to answer the incoming call
e To Voicemail: Click this button if you want to send the caller to your voicemail to leave a message.
To use this effectively, configure your voicemail settings in your online account. See Manage Your
RingCentral App Voicemails to learn more
e Ignore: Click this button if you do not want to answer the call and ignore the call instead of sending
the caller straight to your voicemail
o More: Select the ellipsis icon to reveal the following options:
o Forward: Select this option if you want to forward a call to another user. When selected, you
will be prompted to forward the number to your available number or a custom number.
o Reply: Select this option if you want to message the caller with a preset or custom message.
If you want to reply with a preset message, double click on the message. If you want to reply
with a custom message, enter your message in the field and then press Enter.

Buck Strick Buck Strick
(409) 200-2364 (409) 200-2364
Ignore More Ignore
Forward >
©0 | o~
To voicemail Answer To voicemail m

To learn more, visit Take a Call in the RingCentral App for Desktop or Web.
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Transferring a call

You can transfer a live call to any number. When transferring a call, you’ll have three options:

1. Before transferring, you can contact the person who will receive the call. This is known as a warm

transfer.
2. You can transfer without speaking to the person receiving the call. This is known as a cold transfer.

3. Youcantransfer directly to someone’s voicemail.

Warm transferring a call

1. Whileon a live call, click the More button.

00:47 .1l HD

2. Select Transfer.
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Hold o

[ Transfer l

Record
Park

Flip

3. Enter aname or number in the field, or enter a number using the dialpad.
4. Click Ask first at the bottom.

Transfer

&« Buck Strick &

Buck Strick
@ - Mobile °

[ E 5} ao

Ask first Transfer  To voicemail

5. Once you've spoken to the person receiving the transfer, click the Complete transfer button at the
bottom.
a. You can speak to each person involved before completing the transfer. While on a call, click
the label for the person on hold to switch to that call. This will put the other caller on hold
until you switch back.
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[ ] RingCentral phone call

2 Calls

Transfer

01:36 1

John Smith 00:09 & =~ |

&

Mute Dialpad Audio

More

(5]

Cold transferring a call

While on alive call, click the More button.

Select Transfer.

Enter a name or number in the field, or enter a number using the dialpad.
Click Transfer at the bottom.

Db e

Transfer

“ Buck Strick

Buck Strick
@ - Mobile °

(4]
0| & | e

Ask first Transfer | To voicemail
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Transferring a call to voicemail

While on alive call, click the More button.

Select Transfer.

Enter a name or number in the field, or enter a number using the dialpad.

Click To voicemail at the bottom to send the call directly to the selected person’s voicemail.

PO Dd PR

Transfer

&~ Buck Strick

@ Buck Strick
- Mobile °

G0 23 ao

Ask first Transfer To voicemail

Transferring calls using Heads-up display (HUD)

Note: To transfer calls using HUD, make sure you have turned on HUD in the RingCentral app on your
desktop or web browser.

1. While on alive call, click Phone in the left navigation bar, then click Extensions.
2. Hover over the user you'd like to transfer the call to.
3. Click the Transfer icon, then select from the following:
a. Askfirst: Talk to the person you'd like to transfer the call to before you make the transfer.
When ready, click Transfer.
b. Transfer: Automatically transfers the call to the selected extension.
c. Tovoicemail: Transfers the call directly to the selected extension’s voicemail.
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% CALLHISTORY + A

g Extensions Y Filter extensions 24
Message All calls
g Missed calls '5, Ext. 11103
le Offline

Video
\ @ Call recordings e e
Phone I =t — >

Qo VOICEMAIL ~ m Offline I © I%

Text All voicemail
Ask first
Fax =] HUD ~ Transfer
o (TN
Contacts

Sending a text message

To send a text message in the RingCentral app, follow these steps:

1. Click the New actions (+) button in the top right.
2. Select Send new text from the dropdown.

Q

Send new message
Create team
Startavideo meeting
Schedule a video meeting
Create webinar

Start a conference call 9

Send new text [

Send new fax

Invite to RingCentral >

3. Ifyou've been assigned more than one caller ID, click the Text from field to select which caller ID
you'd like to use to send your message.
4. Enter the name or phone number of the recipient in the To field.
Click Next to open the conversation.
6. Type your message at the bottom.
o Click the Emoji icon to include emojis.

L
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o Click the paper clip icon to attach files, such as documents and images.

7. Certain settings determine how you can send a text message. Click Settings in the left navigation
bar, then click Keyboard shortcuts. Note the toggle next to Send message using Enter/Return key.

o If Send message using Enter/Return key is turned on: You can send your text message by
pressing Enter or Return on your keyboard or clicking the Send button to the right of the
message. Pressing Shift+Enter/Return adds a new line break.

o If Send message using Enter/Return key is turned off: You can send your text message by
pressing Shift+Enter/Return on your keyboard or clicking the Send button to the right of
the message. Pressing Enter or Return adds a new line break.

Note: Send message using Enter/Return key is turned on by default.

To learn more, read Sending and viewing text messages in the RingCentral app for desktop and web.
Marking a text message as unread

You can mark a text message as unread.
1. Goto Text in the app and select the text message.
2. Click More (three horizontal dots).
3. Select Mark as unread.

D RingCentrallnc. < >  Q search

® TEXT

o " e JohnDoe702 (me) %

Message ® John Doe701

O © John Doe702 (me) M) JohnDoe702 + (364 269-1111 8/5.7:57 AM

Video
Mark as unread

@
Phone Delete
1e702 8/5,7:57 AM
’ Block number
Text
Fax
@ John Doe702 Yesterday, 1:57 PM
Contacts
bhlh
More
John Doe702 - (864) 26%-1111 Yesterday, 1:57 PM
E:_::; bhlh
Apps
Settings @ @
@

Resource Send text message

Center

Configuring phone settings

On the Phone settings page, you can configure your default outbound Caller ID, country code, and area code
formatting from the phone settings in the RingCentral app. You can also update your local emergency
address if you need to contact emergency services.
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If you want to improve the quality of your calls, you can use Citrix with the RingCentral web app. To learn
more, visit Using Citrix VDI integration in the RingCentral desktop and web.

To access your phone settings, select the Settings gear icon in the left navigation bar of the RingCentral app,

and then click Phone from the left pane.

Incoming calls settings

Call handling: Ring numbers sequentially or in a fixed order. You can add other phones like a mobile
phone to receive calls when you don't answer your primary phone.

Voicemail: Configure voicemail settings such as voicemail rules when a call is not answered and your
voicemail greeting type. You can also record your greeting and set up a voicemail PIN.

Ringtone: Select the sound you'll hear when you receive incoming calls.

Volume: The app will let you know when the volume is set to O, meaning you can't hear the caller but
they can hear you.

Ring versus answer: Launch an external app or website for incoming calls and choose between ‘ring’
and ‘answer’

See Setting up user call forwarding in the RingCentral app desktop and web and Setting up vour voicemail in

the RingCentral app desktop and web to learn more.

Outgoing calls settings

Caller ID: Select your default Caller ID for outbound calls. When making or taking a call, you will see
both the number used to call your extension, along with the number you set up for placing or
receiving calls.

RingOut: Use any phone to make a call with your RingCentral account and Caller ID. Click Manage
to configure your RingOut number and confirm connection before your RingOut call.

General settings

Extension settings: Allows you to configure your extension settings. Click Edit to be redirected to
the extension settings on your RingCentral online account, where you can update call routing,
voicemail greeting, and more.

Head-up display: Toggle on to enable the head-up display (HUD) feature in the RingCentral app. The
HUD also lets you see user extensions in real-time, whether available or engaged in a call. Click
Manage to enable or disable notifications when someone you are monitoring receives a call.

Default phone app for calling: Select which app you'd like to use to make calls in this section. From
the dropdown menu, select either Use RingCentral (this app) or Use RingCentral Phone.

Note: RingCentral Phone is a stand-alone app, and selecting this option will prevent calls from
ringing in the RingCentral app.
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e Region: Lets you set the default country and area code for your region. This will be used for phone
number formatting and local and emergency dialing. Click Edit to set your Country and Area code
on the popup window, and click Save to confirm changes.

e Emergency location: Lets you update your physical address on record with RingCentral for
emergency calls. Click Edit to update, then click Confirm location to save.

e UseRingCentral for click to dial and fax: Allows you to select the RingCentral app as the default

app to open when clicking on any telephone number. This setting is only available in the RingCentral
desktop app.

e Use standalone window for phone calls: Allows you to handle calls in a standalone call window
separate from the main app. Click Manage to enable or disable Always keep the phone call window
in front. When you search for a person to call, their presence will show up next to their name in the
results.

e Bring app to front: Automatically move the RingCentral app to the front when you have an
incoming call.

e Launch an external app or a URL for Incoming calls: Your calls will automatically open an external
app or URL when enabled.

e Updates: App will display a banner warning to users who need to update their app. Click the banner
message to get the latest version.
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Using the HUD

The head-up display (HUD) in the RingCentral app provides you with advanced phone functionality and
keeps your frequently used extension list at your fingertips. The HUD also lets you see user extensions in
real-time whether they are available or engaged in a call

Enabling the HUD feature via RingCentral app desktop

1. Navigate to Settings via the left-hand navigation bar.
2. Click onthe Phone tab from the left pane.
3. Enable the toggle switch for the HUD feature under the Head-up display (HUD).

Note: Once the HUD feature is enabled, you can enable the Ring when extensions | am monitoring receive
incoming calls option if the RingCentral app is your default phone app. You will then receive call
notifications when somebody you are monitoring receives a call.

Navigating the HUD interface

To view the extensions in your HUD after enabling the feature, navigate to Phone via the left-hand
navigation bar, then click the category to be displayed:

e Extensions: View user extensions.

e Conference rooms: View delegated calls.

e Delegated calls: Join or make a conference call.

e Parked locations: View parked calls.

Note: By default, only the Delegated calls category is displayed. The other categories require an admin
setup. Contact customer support to learn more.

Using Call Queue Pickup via the HUD

The Call Queue Pickup feature allows calls waiting in a call queue to be answered by pickup group members
rather than waiting for the primary agents. The Call queue pick up tab will automatically appear in your
HUD section if you have it configured in your RingCentral online account.

1. GotoPhone viathe left navigation bar.
2. Click Call queue pick up.
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3. Click Answer to pick up a call from your call queue pickup groups.
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By default, your work hours are set to a 24/7 format. You can set your work hours to a specific schedule on
the Phone settings page in the RingCentral app.

Configuring your work schedule

HPoODbdpE

Select Specific work schedule.

Navigate to Settings via the left navigation bar.
Click the Phone tab on the left pane.
Under General, click the Edit button for Work hours.

A Notifications and sounds Phone

@ Themes

W Message

W« Video

B Calendars and contacts

# Keyboard shortcuts

General

Default phone app for calling
Choose which app you'd like use to make calls

Caller ID

Choose your default caller ID for outbound calls

Region
Country: United States (+1); Area code: 650

Work hours
24 hours, 7 days aweek

Emergency address

Update your physical address on record with RingCentral for emergency calls.
Your saved address is: 100 S MAIN ST, 11 CALIFORNIA GARDENS SQUARE,
LOS ANGELES, CA, 90012, United States

Extension settings

Customize your RingCentral extension settings (call routing, voicemail greeting,

and more)

5. Set your Time zone from the dropdown list.
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6. Setyour work schedule from Sunday to Saturday.

Work hours

What are your work hours?
‘, Always available (24/7)

@ Specific work schedule

Time zone

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

What is your schedule?

Sunday Closed v
Monday 9:00 AM ~
Tuesday 9:00 AM 5
Wednesday 9:00 AM !
Thursday 9:00 AM =]
Friday 9:00 AM -

To

To

To

To

To

6:00 PM

6:00 PM

6:00 PM

6:00 PM

6:00 PM
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v 00 Apply to
v ] Apply to
v 0] Apply to
v 7 Apply to

v 07 Apply to

7. Click Apply to at far right of the schedule you want to copy to Weekdays or All days (optional).

8. Click Save.

Setting up user call forwarding

You can configure call forwarding during the account setup process and make changes in Phone settings.

Setting up user call forwarding during account setup

Configuring this feature during account setup is only for small and medium business (SMB) customers. Not
sure which customer you are? Click here to learn more. Read RingCentral RingEX and Video plans to learn

more about different plans.

Click Call forwarding.

> OwbdpR
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Set the Ring order. You can select from a simultaneous or a fixed order.
Configure the length of ring time for each forwarding number.
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5. Click Save.
Call forwarding
Route incoming business calls to any of your devices and apps or forward calls to another
number.
Work hours After hours
Ring order O Simultaneous @ Fixed order
Name Ring for
Primary phone Desktop and mobile apps Osecs v ()
Mame Number Ring for
Hores v (650)486-9692 20secs ~ O @D
Mame Mumber Ring for
¥ Mobile *  (205)419-3471 20secs + O @D
MName Number Ring for
Work «  (650)486-5555 20secs ~ O @D
Mame Number Ring for
¥ 1319's device (650) 516-3510 20secs »
@ Add another phone
Cancel

Setting up user call forwarding in Phone settings

Navigate to Settings via the left-hand navigation bar.

Select Phone on the left pane.

Scroll down to Incoming calls.

Click the Edit button at the far right of Call forwarding to open the Call forwarding window.
Configure the length of ring time for each forwarding number.

Set the Ring order setting.

S e o

a. If Simultaneous is selected, add one or more phone numbers.
b. If Fixed order is selected, add one or more phone numbers and determine the call order.
7. Click Save.
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Setting up the Forward all calls feature

The RingCentral app’s Forward all calls feature allows you to forward all your incoming calls when you're
unable to answer. You can forward incoming calls to a voicemail, coworker, external number, call queue,
announcement, IVR menu, or other locations. You can also specify the date and time when your calls will be

forwarded.
Admins can set the Forward all calls feature for users.

1. Click your profile photo at the top right of the RingCentral app for desktop or web.
2. Turnon the toggle for Forward all calls.

(1)

H Strick Panes Compan

Buck Strick
View profile

Share status

@ ® Available »
Forward all calls Edit ‘)
to voicemail

Manage account

Signout

@ Extensions
Contacts

3. Click the Forward to dropdown, and select where you want to forward your calls. Click Show more

options to see the complete list.

4. Set dates and/or times for call forwarding to start and end (optional). This feature is useful for
forwarding calls around your break or vacation schedule.

5. Click Save.

© 2023 RingCentral, Inc. All Rights Reserved



RingCentral app desktop and web | 136

Forward all calls
Forward to
Voicemail
COWOTRET
External number
Announcement

Show more options

A banner will appear at the top of the RingCentral app to remind you when your calls are forwarded. You can
click Edit to modify your call forwarding settings, or click Turn off to stop forwarding your calls.

Where to forward your calls

e Voicemail: Forward calls to your voicemail box. You can play and customize your voicemail greeting.

e Coworker: Forward calls to a coworker. Type the coworker’s name or extension number in the
search box, then click on the desired coworker.

e External number: Forward calls to an external number, such as an answering service.

e Announcement: Play an announcement. You can play and customize the greeting.

e Call queue: Forward calls to a call queue. Type the call queue name or extension number in the
search box, then click on the desired call queue.

e Delegated line: Forward calls to a delegated line. Type the delegated line name or extension number
in the search box, then click on the desired delegated line.

e Shared line: Forward calls to a shared line. Type the shared line name or extension number in the
search box, then click on the desired shared line.

e Limited extension: Forward calls to a limited extension. Type the limited extension name or
extension number in the search box, then click on the desired limited extension.

e |VR menu: Forward calls to an IVR menu. Type the IVR menu name or extension number in the
search box, then click on the IVR menu line.
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Note:

e Touse the Forward all calls feature, the User Settings - Call handling permission is required. If a
user doesn’t have this required permission, the Forward all calls feature won'’t be available to them.
For more information, go to List of User Permissions.

e When Forward all calls and Do Not Disturb (DND) are both turned on, calls will be forwarded
according to your Forward all calls settings.

Ring order options

e Simultaneous: Rings forwarding phones at the same time. If you have added multiple phones, you
will not be able to change their order.

e Fixed order: Rings forwarding phones one at a time. If you have added multiple phones, your
primary phone will always ring first, and then the next phone, depending on how you set the order of
your phones. You can reorder your phones by dragging and dropping to your preferred order.
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Launching an application or URL on an incoming call

1. Inthe RingCentral desktop or web app, click Settings in the left navigation bar.

2. GotoPhone > General, then scroll down.

3. Next to Launch an external app or website for incoming calls, slide the toggle to enable. The Manage
external apps or URLs for incoming calls window will appear.

Dt st pivoree apg tor  aling

8 Notifcat
v e »

@ MMeiiage

» Vide
‘I
Smesgancy sespanse tcaties m
»

n

Use RingCentral for click to dial and fas

Use vt andadone window for phone  allsy

Settings Launch an external app or website for incoming calls Manage O

Have incoming calls open an external app or website, like a CRM system or
online database.

4. Click the Launch an external app or website when dropdown to select the situation in which you want
to launch a specific app or website:
a. Acall begins to ring: The specified website or app will launch as soon as the call arrives.
b. Acallis answered: The specified website or app will launch after you answer the call.
5. Enter a URL in the Enter command field or click the Browse icon to choose an application. Enter the
supported parameters at the end of the path or URL, as needed. Read more about using

parameters.
6. Click the Test button to confirm the command or behavior you've set up.
7. Click Save.
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Manage external apps or URLs for incoming calls

Note: Launching an external app may impact the performance of RingCentral

services.

A call begins toring -

I Launch an external app or website when

Enter command

:

©

Help: Use the parameters below in your commands.

Parameter

%N

%F

%L

%D

%P

%C

%6E

%6%

Usage

Full name
First name
Last name

Called number

Formatted phone number: (650) 555-40%2

Examples:
» Launch URL

http://www.mysite.com/myintegration.htm?number=5%P

This example launches a browser, opens a webpage, and passes the
caller's phone number details.

* Launch app
/myfolder/myapp "%P" "%N"

This example opens an application on your computer and passes the
caller's phone number and full name to the app.

Full canonical format: +1 (650) 555-4092
E164 phone number: +16505554092

%symbol

coce I

© 2023 RingCentral, Inc. All Rights Reserved



RingCentral app desktop and web | 140

You can send faxes in the RingCentral app for desktop and web:
e Tooneor multiple contacts at atime
e |Immediately or at a scheduled date and time

Sending a fax

1. Click the plusicon next to Fax or the Fax icon at far right.
Note: Depending on how your tabs are customized, you may need to click More > Fax.
2. Inthe upperright corner, select the Faxicon.

F rFax + :
DPJ All faxes ¥ Filter faxes &l
Message Allfaxes

Ce Sent

Video

% Received
a2t Failed ’

Text (£

B | ’

Fax

@

Contacts

More

3. Enter the phone numbers or names from your contacts list in the To field.
Note: You can add up to 50 recipients. To add more, Fax broadcasting must be turned on. Learn how
4. Select a Cover page style or click Add cover page and select a template. If you don't want to use a
cover page, select None. If you'd like, add a Cover page note.

New fax

To

Enter fax number or contact number

Cover page

Ancient

Cover page note

@ Attach file (maximum files size is 50 MB)

Cancel
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You can send a fax with a custom cover page where you can assign a name, upload a file, or download a
template you can configure before uploading. Previously uploaded custom cover fax pages are readily
available to be selected, and you have an option to preview, edit or delete it.

e Draganddrop or attach a.docx file

o Click sample.docx to customize a new cover page and then upload

Add a new cover page

‘Cover page name

Enter name

@

Drag and drop or attach a .docx file

You can us o customize a new cover page and then upload it here.

Cancel Save

5. Click the Attach file paperclip and select the files you want to send.
Note: Make sure the files are smaller than 50 MB combined and that they are one of the supported

file types.

6. Tosend the fax immediately, click Send now. To send the fax at a future date and time, select Send
later, enter a date and time, then click Schedule.

To confirm whether a fax was sent, go to Sent or All faxes. A fax's status shows as Processing, Submitted,

Sent, Failed, or Received. To learn more, visit Send and Receive a Faxin the RingCentral App.
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Viewing and managing a fax

With RingCentral, you can send and receive faxes without a fax machine. You can view, download, forward,
or delete a fax.

1. Select Fax from the left navigation bar.
Note: Depending on how your tabs are customized, you may need to click More > Fax.

B Fax +
] All faxes Y Filter faxes &l
e Sent @ RingCentral Inc. ® Bk Received 11:17AM
Video 1 page :
% Received
Phone " Sent 11:14AM
O Failed . B 1page
Text
= - n Unknown B! Failed @ 11:14AM
T
Fax
n Unknown B! Failed 11:13AM
Contacts
T
More e John Smith @ T« Received & © v &
1page

F Mark as unread
@ Block number
[l Delete

2. Hover over afax entry to show your options at the far right:

e Click the personicon and select Create new contact or Add to existing.
Click the eye icon to view the fax.
Click the download icon to save the fax to your device.
Click the right arrow icon to forward your fax to another recipient.
Click the circular arrows to resend a failed fax.
Click More and select Mark as read, Block number, or Delete.

All faxes Y Filter faxes =

@ ® RingCentral Inc. © B Received 1117 AM

1page

. = Sent 11:14 AM
1 page

[ @ U | Failed ® s 0 om |

o

e John Smith @ T« Received Sun, 4/3/2022 9:30 PM

1 page

You can see the number of unread faxes both over the Fax icon and to the right of the Received tab. Unread
faxes are shown as blue text. Faxes will show as Sending, Sent, Received, or Failed.
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