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Introduction

About RingCentral Scheduler

The RingCentral Scheduler Outlook add-in makes scheduling either RingCentral Video or
RingCentral Meetings sessions in Outlook easy. With this Outlook add-in, you will be able
to schedule a meeting for both RingCentral Meetings and RingCentral Video.

While scheduling a meeting, the meeting settings may be different depending on the video
service you have selected. To get started with the RingCentral Scheduler Outlook add-in,
you must have access to video meetings.

What are the features of RingCentral Scheduler add-in

A one-time login requirement to your RingCentral account.
Auto-generation of email invite.

Configurable meeting and security options.

Automatic sync of scheduled meetings across all other platforms, such as
RingCentral app.



System & Environment

System Requirements:
¢  Windows 7 32 & 64 bit
¢  Window 8 32 & 64 bit
¢ Window 10 32 & 64 bit
o  macOS v10.10 Yosemite, or later versions
Outlook Version Requirements
Office Add-ins run across multiple versions of Office. The following table lists the build or

version numbers for different types of Office applications.

Office Office Office Office Office on Office on Office on Office on Office

2013on 2016on 2019on 2021 or Windows iPad Mac the web  Online
Windows* Windows* Windows* later on  (subscrip (subscrip (both Server
(one-time (one-time (one-time Windows* tion) tion) subscripti
purchase) purchase) purchase) (one-time on
purchase) and
one-time
purchase
Office on
Mac 2019
and later)
Version Version
Build Build Build Build 1602 1608
15.0.4855. 16.0.4390. 16.0.1252 16.0.1432 (Build After (Build

1000 or 1000 or  7.20720 or 6.20454 or 6741.0000 1.22 or 15.200or January  7601.6800
later later later later ) or late later later 2017 ) or later



Installation

How to install RingCentral Scheduler in Outlook as user

1. Open the Outlook desktop or web app.
2. If you're using the new Outlook UI, click the ellipsis icon in the top bar, then select

Get Add-Ins
Home Organize  Tools ©)
X i
My 50 S8Es M- - - ClE || » G
New MNew  Delete Achive  Reply Reply Forward 87 Move ik Rules Tags fiter B rddress ook Send&l| oot - flsendto  view  Report
~ Favorites Focused ~ Other By: Conversations v ¥ To-Do: 2021-01-08
’ . .
If you're using the old Outlook UI, click Get Add-Ins at the top of the app.
° Q search New Outlook ® U
= U Delete {5 Archive fg Move [ Flag & MarkUnread () Sync == =
v Favorites Focused Other = ¢ To-Do: 2021- “a o« -
&8 Inbox
Yesterday (e} com> Yesterday at 11:02 PM
7/ Drafts @ To: I BY Get Add-ins I
B> sent wrike Customize Toolbar...

To-Do: 2021-01-... Yesterday EEaaad
3. Search for RingCentral Scheduler in the search bar at top right.
4. Click Add underneath the app.

Add-Ins for Outlook

Add-ins may access personal information. By turning an add-in on, you agree to its License Terms and Privacy Policy. Q_ RingCentral Scheduler
Al Results for 'RingCentral Scheduler'
My add-ins .
v Rln%CentraI Scheduler | ] ||
. * %k k¥ [ ] B
Admin-managed |
Schedule a RingCentral Video or | B2 | ]

RingCentral Meetings with just one
click

Admin-managed

Once you've added the RingCentral Scheduler, you can schedule your RingCentral Video
sessions directly within Outlook.



Deploying for other users using the add-in store from Office 365

admin center

L
2.

@ Home Integrated apps
R users S
. Groups v
A Roles
B Resources ~ [ Getapps T Upload custom apps
B Billing v
Q  Ssupport v Name.
& settings 2
Domains

Search & intelligence

Org settings

Integrated apps
Directory sync errors

Partner relationships

2 Setup
k2 Reports 7
@ Health v

() Refresh

Sign in to Microsoft Office 365 with your admin account.
In the navigation menu, choose Settings > Integrated apps.

Discover, purchase, acquire, manage, and deploy Microsoft 365 Apps developed by Microsoft partners.
Line-of-business apps developed within your organization are not displayed here. To manage these apps, go to the respective admin center or page : Azure Active Directory | SharePoint | Teams | Add-ins

Oitems O Search T Filter =

Host products Status Test deployment Last modified |

No apps have been deployed
Get started by deploying apps

Get apps

3. Click Get Apps.
4, Select Other Apps.

AppSource Microsoft 365 Apps

Other apps

Apps

Webapps

Categories | &

Al + Machine Lea|

Power Platform

Analytics Dynamics 365 /"
Collaboration
Compliance & Leg m Microsoft 365 /1
Customer Service
All apps A

Finance ~_PA-Your Personal
5 Assistant
Geolocation

By iGlobe
Human Resources ® Teams
Internet of Thing:

Have your own personal assistant
IT & Management Tools in Teams and never miss a task
Marketing
Operations & Supply Chain Kohkk e 3
Productivity
Sales

Get it now

Industries

riculture

Architecture & Construction

Excel

E

Qorus for Word,
PowerPoint and Excel
By Qorus Software Inc

@ Excel @ PowerPoint

@ Word

Collaborate as a team. Get to.

Automotive
Distribution
Education
Financial Services
Government
Healthcare

Hospitality & Travel

Manufacturing & Resources

Media & Communications

Nonprofit & Public Sector

Professional Services
Find more apps and consulting services at AppSource

7 apps of the year for Office 365

.
e

Ant Text Email
Templates

By Insight Office

@ Outlook

Write personalized compelling
emails with your own design,

1 8. 8.8.¢ 4]

Get it now

1

officeatwork | Template
Chooser for Office

8y offic
@ Excel @ PowerPoint

@& Project @l Word

An easy way to discover, find, u.

ork

Smartsheet for Teams Klaxoon

By Smartsheet.com, Inc. By Klaxoon

& Teams & Teams

Combine communications and Klaxoon, the full suite of

work platforms to improve.

2.8 6.6 S Gt}

iGlobe CRM Excel
Reporting Tool

By iGlobe

@ Excel

iGlobe CRM Excel Reporting and

Bl Tool

Search .

L

collaborative tools for efficient
ek k k4

Get it now Get it now

0

officeatwork | Wizard
for Office

Asimple and effective way to
build personalized, brand and




5. Search for RingCentral.

B Microsoft | AppSource Apps Consulting Services Apps ™ | O RingCentral

Suggested Apps

Search results for “RingCentral” 5] RinaCentralfor Dynamics 36s
Showing 16 results in apps 0 Dynamics 36

Filters App results (16)
O Search filters
— — [ R - £
\ Categories
RingCentral for RingCentral RingCentral Scheduler Office@Hand Meetings
« Industries Dynamics 365 - by RingCentrt i for Outlook

v Products

v Trials

v Pricing Model

aaaaaaaaaaaaaaaaaaaaa

 Ratings Getitnow ¢ Getitnow Y% Getitnow ¥ Getitnow g Getitnow g

6. Select RingCentral Scheduler and click Get it now.
7. Complete required info in the resulting window, and then click Continue.

Note: After deployment, Outlook add-ins can take up to 12 hours to become available to
the users.

When you're selecting the Deployment Method, you'll have access to the following
options:
o Fixed: Makes the add-in mandatory and a user will hot have access to remove it
¢ Available: The user can install it manually by going to the add-ins store
¢ Optional: The add-in will automatically install to the assigned users but they can
remove it at any time

Installing RingCentral Scheduler for On-Premise Exchange Microsoft
accounts

On-Premise Exchange accounts indicate that Exchange server(s) are kept on-premises.
You can install the RingCentral Scheduler add-in for your organization using the Exchange
Admin Center (EAC) or the Exchange Management Shell.

Note: RingCentral Scheduler supports On-Premise Exchange 2013, 2016, and 2019.

How to install the add-in via EAC:

1. Inthe EAC, navigate to Organization > Add-ins.

2. Click New +, and choose where you want to install the add-in from:
¢ Add from the Office Store
o Add from URL




o Add from file

(@3 Outlook Web App Joy Zhang

options installed add-ins

3. Click Save.

Where to add the add-in
¢ Add from the Office Store: At the Office Store, select the app you want to install,
and then click Add. Apps that work with the Outlook web app are listed under
Add-ins for Office and SharePoint > Outlook.
o Add from URL: In the URL, enter the full URL for the add-in manifest file that you
want to install.
This is the add-in manifest file link:
“https://apps.ringcentral.com/integration/office-add-ins/prod/rc/manifest.x
ml”
¢ Add from file: Select Browse and navigate to the location of the add-in manifest file
that you want to install. You can use the manifest link above to generate the
manifest file. Open the link on any browser. From the browser body window,
right-click and select Save As....

How to install add-in via Exchange Management Shell

You can install the add-in by inputting either of the following commands:
¢ Addinfrom a URL: “New-App -OrganizationApp -Url
<https://apps.ringcentral.com/integration/office-add-ins/prod/rc/manifest.xml>"
¢ Add in from a file: "New-App -OrganizationApp -FileData <File location for add-in
manifest file>"
o You can use the manifest link above to generate the manifest file. Open the
link on any browser. From the browser body window, right-click and select
Save As....


https://apps.ringcentral.com/integration/office-add-ins/prod/rc/manifest.xml
https://apps.ringcentral.com/integration/office-add-ins/prod/rc/manifest.xml

Schedule Meeting

How to schedule a RingCentral Video meeting in Outlook

1. Open the Outlook desktop or web app.

2. If you're using the new Outlook UI, hover your mouse over New Message at top left
and select New Event.
OR
If you're using the old Outlook UI, click on New Items at top left and select Meeting.

3. Specify the title of the meeting, participants you'd like to invite, date, and the
timeframe of the meeting.

4, If you're using the new Outlook UI, select the three-dot icon at the top bar and click
RingCentral Scheduler.

Save [ Discard [F Scheduling Assistant Busy v <) Categorize ~ [ Response options ™

(® RingCentral Scheduler

Calendar @ OneNote ber 25,2020 VvV

& Salesforce

® RingCentral Video _
=

RingCentral

e Add a title
Q  Invite attendees Optional

O My Templates
O 11/25/2020 B 1200PM v to 1230PM v @ Alday @ ) v eme

BY Get Add-ins

OR
If you're using the old Outlook UI, select Schedule with RingCentral from the top
bar.

Untitled - Meeting

File  Meeting Scheduling Assistant Insert ~FormatText ~Review  Help Q  Tell me what you want to do

@] £ calendar @ @ p\% ’;I B showas: [HBusy r G BE £ private LQJ [ J @ [:‘] G

| High Importance
Delete _y 4 . | Meeting | Cancel Address Check Response

_[Recurrence | Categorize
Notes | Invitation Book Names Options v v

Dictate View Add RingCentral | Add RingCentral View Schedule with

L1 Reminder: 15 minutes | Low Importance v Video Meeting Templates| RingCentral

Meeting Notes Attendees Options Tags Voice | salesforce RingCentral My Templates | RingCentral Scheduler ~

5. Make any desired changes to the meeting settings, then select Update Meeting.
6. Select Send to send the email.

How to configure RingCentral Video settings

You'll find the following RingCentral Video settings when scheduling your meeting using
RingCentral Scheduler:

Schedule on behalf of

There may be situations where someone in your company would like you to schedule a
meeting on their behalf. If you want to schedule a meeting for someone else, they must
first assign you as a delegate in their RingCentral Video settings as well as their Outlook
calendar.



If you schedule a meeting for someone else, that meeting will appear in the other person’s
calendar, and they will become the host of that meeting when they join.

When you set someone else as a delegate to schedule your meeting, they can:
¢ Schedule a meeting on your behalf.
¢ Manage your calendar if they have permission

Setting a delegate to schedule a meeting on your behalf in Outlook Scheduler

1. Open the Outlook desktop or web app.
2. Navigate to Calendar.
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At the top of the page, click Share.

x  Meet Now ) @y fo

Month v

Type the name or email address of the person you want to share your calendar
with. You can share your calendar with more than one person, but you can only add
one person at a time.

Sharing and permissions X

Calendar

Send a sharing invitation in email. You can choose how much access to allow and change access
settings any time.

stricklandpropane135losgatosrd@gmail.com

° stricklandpropane135losgatosrd@gmail...

stricklandpropane135losgatosrd@gmail.com

Sandra Strickland
sandra.strickland@ringcentral.com

Can view when I'm busy v
/O Search People
Outside your organization
° stricklandpropane135losgatosrd@gmai... | Can view all details V| W

After you've added the person you want to manage your calendar, select the
dropdown list next to their name, and choose the access you want them to have.
You can change access settings at any time. To remove a delegate, click the trash
icon on the right of their name.



¢ Inside your organization: Options include Not shared, Can view when I'm
busy, Can view titles and locations, Can view all details, and Can edit.

Sharing and permissions X

Calendar

Send a sharing invitation in email. You can choose how much access to allow and change access
settings any time.

Enter an email address or contact name

Inside your organization

e People in my organization Can view when I'm busy v

Not shared
Outside your organization

Can view when |'m busy

° stricklandpropane135losgatosrd@gmai... 0|
Can view titles and locations

Can view all details

Can edit

o Outside your organization: Options include Can view when I'm busy, Can
view titles and locations, and Can view all details.

Inside your organization

@ People in my organization Can view when I'm busy v

Outside your organization

° stricklandpropane135losgatosrd@gmai... | Can view all details v

Can view when I'm busy
Can view titles and locations

Can view all details




Scheduling a meeting for someone else

Once you have been set as a delegate to set a meeting for someone else's calendar, you
can schedule meetings on their behalf via the RingCentral Outlook Scheduler. It's just like
setting up a meeting on your own calendar, but you select their calendar when creating
the meeting.

Note: When you send the meeting invitation, it will show that it's from you on the calendar
owner's behalf.

1. Open the Outlook desktop or web app.

2. Navigate to Calendar.

3. Note: Make sure that you've added the calendar of the person you'd like to set a
meeting for, or else, it won't show up in your list of calendars.
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4, Click New event at the top.

5. Select someone else’s calendar. You will only see calendars added to your calendar
list that you have delegate permissions.

6. Fill out the rest of the fields as needed.

7. Send the meeting request.

Use personal meeting ID

Every meeting via RingCentral Video and RingCentral Meetings in the RingCentral app
uses a meeting ID. A random ID is created whenever you start an instant meeting or
schedule a meeting.



If you'd like to have a specific meeting ID, you can create your own Personal Meeting ID
(PMI). This can help the participants associate the meeting to your name. It is also ideal to
use when you meet with people regularly.

To learn more, visit Using your Personal Meeting ID in the RingCentral app desktop and
web.

Note: For RingCentral Video, a PMI consists of nine digits for RingCentral MVP accounts or
12 digits for RingCentral Video Pro and Pro+ users. A PMI for RingCentral Meetings has 10
digits.

Mute audio for participants
Immediately mute participants when they enter the meeting. Keep in mind that
participants can still unmute their audio at any point during the meeting.

Turn off camera for participants
Immediately turn off the camera for participants when they enter the meeting. Keep in
mind that they can still turn their camera on at any point during the meeting.

Use end-to-end encryption

End-to-End Encryption (E2EE) is a feature that protects your video meeting content by
making them accessible to participants only. With E2EE enabled, even if our RingCentral
cloud is fully compromised, the attacker still won’t be able to access your data.

With the End-to-End Encryption feature of the RingCentral app, you can:
o Ensure that only your participants can access meeting content.
¢ Manage the confidentiality of audio, video, and chat during the meeting.
¢ Protect your meeting contents even from service providers.

Anyone who has RingCentral login credentials will be able to join E2EE meetings. However,
only users who belong to paid accounts can initiate E2EE meetings. This includes both
free and paid users in those accounts. Scheduling and starting ad-hoc E2EE meetings are
not available for free accounts.

Note: Users will not be able to join by telephone.

Require password
Require a password to enter the meeting.

Set password


https://support.ringcentral.com/video/meeting-settings/using-personal-meeting-id-ringcentral-app-desktop-web.html
https://support.ringcentral.com/video/meeting-settings/using-personal-meeting-id-ringcentral-app-desktop-web.html

If you checked the Require password box, provide an alphanumeric password in this field
or use the default option.

Participants can only join after me
Allows participants to only join once the host starts the meeting.

Enable waiting room

Allows the host to control when a participant joins the meeting. The host can set the
waiting room to one of the following: Everyone, Anyone outside my company, or Anyone
not signed in.

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

Only host & moderators can share screen
Allows only the host and moderators to share their screen during the meeting.

FAQsS

The following is a list of frequently asked questions (FAQs) about the RingCentral
Scheduler.

Visit RingCentral Scheduler FAQ to get the latest information.

Support

For more help, visit support.ringcentral.com or call 1 (888) 528-7464.


https://support.ringcentral.com/video/joining-scheduling/ringcentral-scheduler-faq.html
http://support.ringcentral.com/

