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Introduction

RingCentral is a cloud communications system that delivers unified team messaging, collaboration, and
video meetings, coupled with unified voice, fax, and text for businesses of all sizes.
This guide will help system administrators set up and access the following RingCentral features.

To log in to your online account, follow these steps: ng
1. Navigate to RingCentral Admin Portal. Sign In
2. Enter your email or RingCentral phone number.
3. Cl|ck Next. Email or Phone Number
4. If you entered your phone number, select your country

from the dropdown menu and enter your extension
number (optional) and password.

Next

Or sign in with

5. If you entered your email, enter your password.
6. Click Sign in. G Google &) Single Sign-on
New to RingCentral? Sign up here
Unified Login

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

Email or Google as user ID

You may optionally configure users to log in with a unique corporate email address or Google (Gmail or G
Suite) account.

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

© 2023 RingCentral, Inc. All Rights Reserved
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This feature applies to accessing your RingCentral online account through endpoints such as RingCentral
app, integration plug-ins for Chrome, and the Multiple Account Access portal. You can configure Google
Email addresses during the Express Setup of your RingCentral account.

If not already configured, set a Google email address using the following steps:

Navigate to RingCentral Admin Portal.

Log in using your RingCentral credentials.

Select Users > User List > Users with Extensions.

Select a user from the list.

On User Details > General tab, enter the Google email in the Email field.
Click Verify email uniqueness. Resolve duplicates.

Click Save.

Nouvhcoobdpe

To login using Google, follow these steps:

1. Navigate to RingCentral Admin Portal.
2. Click Google.
3. If you have logged in before using your Google credentials, select your Google account from the

login page to log in automatically.

OR

If this is your first time logging in, click Use another account on the Sign in with Google window.
Enter your Google email address or phone number.

Click Next.

Enter your password.

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

Click Allow to finish logging in to your online account.

© N o vk
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RingCentral
Sign In

Email or Phone Number

Or sign in with

G Google &) Single Sign-on

New to RingCentral? Sign up here

G sign in with Google

Welcome

@ emailemail@gmail.com

Forgot password? =l

Single sign-on

Single Sign-on allows employees in a company to access multiple applications with one set of credentials.

G sign in with Google

Signin
1o continue to I'H‘gEQI’lI'a'.EDm

Email or pnone

Forgot emall?

Creste account =l

G sign in with Google

ringcentral.com wants to access
your Google Account

This will allow ringcentral.com to:

®  View your email addresses @

Make sure you trust ringeentral.com

Leam about the risks

canes m

13

You can work with RingCentral Customer Support to set up Single Sign-on for your RingCentral services, or

you can set it up by yourself.

On Windows-based systems, Single-Sign-on supports the optional use of your company’s Kerberos network

authentication service to authenticate clients.

RingCentral also integrates with Google SSO, which allows G Suite customers to use the Google SSO service
(offered as part of G Suite IDaaS) to sign in to RingCentral. Google lists RingCentral as an approved SSO app

in their SAML apps catalog. As described here, you can configure RingCentral for SSO in the G Suite Admin

Console and configure the RingCentral SSO.
To log in using single sign-on, follow these steps:

1. Click the More tab from the Admin Portal.

© 2023 RingCentral, Inc. All Rights Reserved
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2. Onthe left-hand side, click Security and Compliance.
3. Click Single Sign-on.
4. Choose an option to set up SSO:
a. Setup SSO by yourself: Use the self-service Ul to configure the Service Provider (SP)
settings. Perform the steps in Set up Single Sign-On by Yourself.
b. Contact Customer Support: Use RingCentral Customer Support to configure the Service
Provider (SP) settings. Click the View Detail link, and perform the steps in Contact Support
to Enable SSO.

Note: Available for RingCentral Premium and Ultimate users only.

Admin Portal v~ §88 @
(]

Home Users Phone System Meetings Reports v Billing More c

O service Console > Security and Compliance » Single Sign-on
{8 Account Settings >
RingCentral Single Sign-on (SSO) service lets your company authenticate your RingCentral users through your company-level network login credentials.

@ Security and o About RingCentral SSO service. View guide
Compliance

0 Single Sign-on

Session Timeout

For the first time setup, please finish the configuration in order to turn on SSO for your company

SSO Configuration

Choose one of the options below to set up SSO for your company.

Hot Desk Session
Timeout o

Masked Numbers Set up SSO by yourself Contact Customer Support
Trust Portal I Step 1: Upload identity provider metadata file and Customer support number
certificate
Contact RingCentral customer support to set up SSO
- Apps and N SetUp
“* Resources View Detail
Step 2: Export Service Provider metadata and import it into
your Federation Server. Please use
hitps:/fsso.ringcentral.com as your Audience URI and SP
entity ID when it's requested by your federation server.
Enable SSO
Please finish the configuration in order to turn on SSO for your company.
[] Enable S50 Service
Identity Provider Entity ID §$S0 unique ID
None None
Account Validation
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Account Validation is a security feature that helps protect against fraudulent activity on your account, by
prompting for a security validation code when you log in from a new or unrecognized computer.
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When you log in as an administrator, you can access the Admin Portal for admin-only tools and configuration
of account-wide phone system settings. You can access your individual account overview and settings from
the My Extension page. At the top of the screen, hover over Admin Portal and click My Extension to switch to
your individual user homepage.

Admin Portal

From the Admin Portal, admins can see admin-only tools:

e The Home tab contains shortcuts for commonly used functions. You can also access several tutorial
videos from this page. Additionally, you can click on a link to access the App Gallery and Developer
Portal, with quick links to integrate Google, Office 365, and Salesforce.

e The Users tab allows you to view and manage users, and edit user permissions.

e ThePhone System tab houses all of the main settings for the entire phone system. Here, you have
Company Info, Phone Numbers, Auto-Receptionist, Groups, Phones & Devices, and Emergency Calling.

e The Meetings tab is where you can see information and configure settings related to your meetings.
Here, you have Recording Management, Rooms, Webinar Settings, Meetings Settings, H.323/SIP Room
Connector, Downloads, and Video Service.

e The Reports tab contains the Call Log, Meetings Reports, and Analytics.

e TheBilling tab displays information about your account, including Service Plan, Licenses & Inventory,
Usage, Calling Rates, Purchase, Meetings, and Device Orders.

e The More tab has more setup options, including Service Console, Account Settings, Security and
Compliance, and Apps and Resources.

e Inaddition, you can see shortcuts to edit settings for Company, Users, Phone Numbers, Phones &
Devices, Groups, and Billing.

© 2023 RingCentral, Inc. All Rights Reserved
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My Extension

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

Admin Portal ~ i858 @
(

Overview Messages Call Log Contacts Seflings More

User Admin Announcements

Professional Voice Recordings

T T 1z omgts, and music-an-hold
/ e - ™
.' , LD ) :
o ¢ o \ .
\ / \ / \ /
P S~ S —
Gresating & Call Call Handling Rules Woicemai Caller IO After Hours Settings
Seresning Resources
Jl Community
Recent Maszages Recent Calls
4 gig
Eﬁ Cipen a Web Cazs
Pri... From Message Received Actions
& RingCentral University
1281) 584-4308 -
055 ‘Yesterday 8:07
STAR PIPE Q Service Status
409) 240-2563 3T = Mew
1409) 2402063 0:24 Tue 030212021 047 m VWnats Mew
RingCentral
{630) 359-5142 § -
0:28 Mon 02/01/2021 13:07
ELMHURST IL
{B30) 359-6142
0:25 Fri 021272021 12:08
ELMHURST IL
(B0Q) 210-5357
I 0:02 Fri 02/05/2021 12:48

LAWRENCE TWE NJ
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Enterprise Portal

Federated accounts management is done with Enterprise Portal, which allows administrators to provision,
manage, and search across multiple Ringcentral accounts configured with Federation. This feature makes
administration easier for very large accounts and companies with multiple accounts by consolidating
management into a single view.

Enabling Enterprise Portal

The Enterprise Portal is not enabled by default in an existing federation. One of the users in federation has
to become the first Enterprise Super Admin, so that this user can go to the Enterprise Portal and share
access to other Enterprise admins.

To enable the Enterprise Portal and assign the first admin:

From the Admin Portal, click the Accounts tab at the top left.
Click the Enable button next to Enterprise Portal.

Browse or search, then select the user.

Click Save.

Db e

Accessing Enterprise Portal

The Enterprise Portal is accessible via RingCentral Admin Portal. If you have access to Enterprise Portal, it
will be the default landing page after login. To access accounts quickly, click Enterprise Portal at the top
right and click the name of the account.

Searching for accounts

The Federation name is at the top left of the page. To search for an account:

1. Select of the following categories:

e Users

e Numbers
e Groups

e |VRs

e Sites

2. Typeinthe name, phone number, extension number, email, etc., in the search field.
3. Click the searchicon.

The search results appear at the bottom of the page and you can further refine your search by choosing an
option from the dropdown menus.

© 2023 RingCentral, Inc. All Rights Reserved
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Adding admins to federated accounts

Click the Admins tab at the top left.

Click the + Add button. The Add Admin window appears.

Browse or search, then select the user(s) you'd like to add as admin(s). Click Next.
Under Copy Access From, select a user to copy their existing admin access.

OR

> OwbdpR

Select an option under Enterprise Portal Role to assign this role to the new admin/s.

L

Assign the account you’d like them to have access to.
6. Click Add

Managing Enterprise admins

You can modify an admin’s access to the Enterprise Portal or remove their access to it.
1. Click the Admins tab at the top left.

2. Click the three-dot More icon under Actions.
3. Select Edit access or Remove.

© 2023 RingCentral, Inc. All Rights Reserved
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The user interface provides in-product help about the most frequently used features to help you gain quick

understanding of the features. Help includes:

e Tooltip: Icons that display in-product help text to help you successfully configure the feature.
e Learn More: Links that navigate to relevant Knowledge Base articles on the RingCentral support

portal for more detailed feature information.

(] Phones & Devices >

A Company Inio Auto-Receptionist » General Settings
A Phone Numbers >
Create your awn Auta-Aeceptionist for your Phone System. Customize your options for affective call management. Learn More Mutti-level ~
2 Auto-Rex nist
General Settings Search sites... Q
IVR Menus
Ext. Name/Type - e
VA Editor Main Site
Prompts Library Main Site
~ Company Hours
Grou > 40000 site 2
i Crous e Custom

~. VR Settings

sle Emergency Caling >

Top Level IVR Menu
Incoming calls to company number will be connected to the fallowing top menus.
Company Hours Top Menu After Hours Top Menu
US Sales menu, Ext. 1002 US Sales menu, Ext. 1002
Text to speech: "For Hardware Sales press Text 10 speech: "For Hardware Sales press
1, for Software Salas press 2. To track you 1. far Software Sales press 2. To track you
order status press 3. To leave a volce arder status press 3. To leave a voice
message, prass 4 massage, press 4.

Select IVR: Menu Select Extension
Custom Answering Rules
You can creale custom rules for special rouling during holidays, specific ime of the day (e.g. lunch break} or
for special callers| L

Custom Rule

neral IVR Settings B Ask RingCent
. J 0
Home > Knowledge base > Set up Company Custom Answering ... Was this helpful? 0 s

Set up Company Custom Answering Rules

Updated:
27 May 2020

Author:

Liezette Cabasis C.

Business Hours and After Hours rules.

Updated By:
Mike Joseph |

KB ID:
3387

from
Page Views:
132,949 >
Tags:

adding custom rules, adding
more options, phone
system, advanced call
settings, company custom
rule, Advanced Call
Handling rule, 3387

5. Click Add Rule

Multi-condition advanced call handling or custom answering rules offer powerful call
management capabilities using conditions based on time of day, date range, incoming

caller ID and called number. Custom Call Handling Rules are applied before the

03:52

For more videos like this, visit RingCentral University.

To go to the section where you can configure custom Advanced Call Handling Rules,
follow the steps below:

1. Log in as an Administrator to your RingCentral Online Account.

2. On the Admin Portal page, click Phone System.

3. Go to Auto-Receptionist > General Settings > IVR Settings.

4. Under Custom Answering Rules, click Custom Rule.
Ask Ringcentral

L

(O]
4
& v

ul

5 2ceptionist
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Audio conference

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

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

You can also add an international dial-in number to the invitation. Click the Select button, and then check
the countries to be included from the list.

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

Launching the conferencing app

To launch the conferencing app, click the circles Conference icon to view and set the following:

1. Click the circles Conference icon within the App launcher.
2. A window will appear with conference numbers and settings.
a. View the Dial-in number
b. View Host and Participant codes
c. If you have international participants, click on Select under International Dial-In Numbers.
Select international dial-in numbers. Click Done
d. Check the box next to Enable join before host to allow participants to start a conference
call without a host.
e. Click View under Conference Commands to view the touch-tone dialpad keys you can use
during your conference call.
f.  Click Invite with Email to open an email with pre-populated conference details. Enter
participant details and send.

© 2023 RingCentral, Inc. All Rights Reserved
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For the Conferencing feature, the host and participants have the same conference bridge number to dial in
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to, but their call control depends on the access codes that they will use.

e The Host has full call control and can access the conference commands shown.

e Participants have limited control of the conference commands.

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

Command

| #*
.

I FER

=

Y
|

,: \;/-' R 4

Conference Commands

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

Action

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

Leave Conference
Lets the host hang up and end the cal

Menu
Listen to the list of touchtone commands

Set Listening Modes

Press 1% Mute callers - Callers can unmute with *# 6
Prass 2% Mute callers - Listen only. No unmuting option

Press 3x: Unmute callers - Opens the line again

Mute Host Line

Press once to MUTE
Press again to UNMUTE

Secure the Call

Press once to BLOCK all callers
Fress again to OPEN the cal

Hear sound when people Enter or Exit call
Press 1x: Turns OFF sound

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

Record your conference

Press once to START recording
Prass again to STOP recording
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RingOut

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

1. Click the App launcher next to your profile icon in the upper right-hand side and select RingOut.
The RingOut dialer window will appear.

3. Inthe From field, enter the phone number of your current location (for example, your mobile
number).

4. Inthe To field, enter the number you want to call. Click the Clock button to choose from among
your recent calls, or the Add button to choose from your contact list.

5. Once you have entered From and To numbers, the Call button will turn green.

6. Check the box next to Prompt me to press 1 before connecting the call if you'd like the system to
confirm that you'd like to make the call before you are connected. When the system calls you, you
will hear "Hello. To connect this call, press one." This message protects you in case you mistyped your
own number, or if your voicemail picks up too quickly.

7. Click the Callicon. The system first calls you. When you answer (and press 1 as instructed if you've
selected this option), it then calls the other number and connects you.
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Admin Poral v § @
g
More ® 50 s
WebApp  Conferd RingOut

v
FaxOut
855 App Gallery

w Phone Numbers Communicate Together. Integrate
RingCentral communications
ith the business apps of

Add Number morrow
— \
e RingOut X RingOut X RingOut X
From From From
o Home: (650) 777-7777 v Home: (850) 777-7777 v Home: (650) 777-7777
Prompt me to press 1 before connecting the call Prompt me to press 1 before connecting the call G Prompt me to press 1 before connecting the call
To T T
1 2 3 1 2 3 1 2 3
ABC DEF ABC DEF ABC DEF
4 5 6 4 5 6 4 5 6
GHI KL MNO GHI JKL MNO GHI KL mNO
7 8 9 7 8 9 7 8 9
PaRS oY wxyz PQRS Tuv wxvz PQRS v wxvz
* 0 # * # * 0 #
+ +
911 calling not available. 911 calling not available. 911 calling not available.
You cannot reach 911 emergency services using RingOut. In an emergency, You cannot reach 911 emergency se ingOut. In an emergency, You cannot reach 911 emergency services using RingOut. In an emergency,
use your traditional wireline or wireless phone to call 911 use iona use your iraditional wireline or wireless phone to call 911

FaxOut

To quickly send a fax from your online account, click the FaxOut icon located in the upper right corner. Fill in
the form with the recipient's fax number and cover page information, and attach a document.

FaxOut recognizes a wide variety of standard document types, including word processing and spreadsheet
and PDF documents. Send files from Dropbox, Box, or Google Drive with just a few clicks.

1. Click the App launcher next to your profile icon in the upper right-hand side and select the FaxOut
icon.
2. Enter upto 50 recipients.
a. Search and choose Contacts or Groups.
b. Click Insert.
3. Select your cover page and add a message.
4. Attach files from Dropbox, Box, Google Drive, or your computer and authorize RingCentral to
access your files (you have to do this only once).
a. Click Send Now.
OR
b. Toenable scheduling, select Enable and select a time for Send on.
c. Click Schedule.
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Admin Portal ~ 8§ @
d

® 5.

WebApp  Conference  RingOut

Q"
FaxOut
555 App Gallery
W Phone Numbers Communicats Together. Integrate
RingCentral communications
solutions with the business apps of
Add Number today and tomorrow.
Send a Fax X
To ©
@
"Jack Manning" ((857) 333-3333)
Cover Page
[ Enable
Attach Files ©
0 O My Computer ~
Browse
Attachment size Actions
certificate-of-employment.pdf 221.7K Delete
e Schedule
Enable
Send on | 07/25/2020 11:00 PM =
Cancel Schedule

Managing email-to-fax compliance

Customers who do not have the proper security parameters for their email service create the following

risk/concerns:

e Email can easily be spoofed, allowing a malicious actor to impersonate customers and send faxes

from customers email-to-fax

E2F are pay per usage and result in large bills or sending to numbers that charge us
Risk of potential fines from regulatory bodies

Company-level administrators can enable security measures to protect admins and users from using

non-compliant email addresses.

1. GotoMore > Account Settings > General Settings.

2. Toggle the switch on or off next to Allow this account to send faxes using Email-to-fax.
3. Tick the box that confirms your email domain meets required security settings.
4

Click Turn on.
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Turn on Email-to-fax?

To use Email-to-fax, your email domain needs to meet our security
requirements. Learn more

If your email domain doesn't meet the security requirements, it may result in the

lollow&g.
« Your email may be spoofed and/or rejected by the Email-to-fax system.
« In cases of suspicious email activities, our Service Abuse and Fraud
team may turn off Email-to-fax for the account

[CJ By checking this box, | confirm that my email domain meets the required
security standards. | acknowledge and agree that it is my sole responsibility
to ensure my email domain remains compliant with those standards. | agree
to indemnify and hold harmless RingCentral, its partners, and its affiliates
for any and all liability resulting from my failure to comply with these
requirements.

Cancel

When an administrator or user attempts to add an email address under Faxes Sent via Email, they will see a

legal disclaimer.

Add email?

To use Email-to-fax, your email domain needs to meet our security
requirements. Learn more

If your email domain doesn't meet the security requirements, it may result in the
following:
= Your email may be spoolec‘Lnd/or rejected by the Email-to-fax system.
« In cases of suspicious email activities, our Service Abuse and Fraud
team may turn off Email-to-fax for the account

[J By checking this box, | confirm that my email domain meets the required
security standards. | acknowledge and agree that it is my sole responsibility
to ensure my email domain remains compliant with those standards. | agree
to indemnify and hold harmless RingCentral, its partners, and its affiliates
for any and all liability resulting from my failure to comply with these
requirements

Cancel

Setting up the Forward all calls feature

The Forward all calls feature allows you to easily forward all your incoming calls when you're unable to
answer. You can forward incoming calls to a voicemail, coworker, external number, call queue,
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announcement, IVR menu, or other locations. You can also schedule the time period when the incoming calls
should be forwarded.

1. Gotothe Admin Portal and signin.

2. Click your profile at the top right.
3. Turnon the toggle for Forward all calls.

Admin Portal ~ 888 @
®

A System New
something+1646369814475-1465@kamino1646369813755.com
(201) 775-0163 | Ext. 121101+

@ Available >

Forward all calls ?

About

| Support [
im - Sign out

| ‘e

4. Click the button next to one of the options under Where would vou like to forward your calls?. Click

Show more options to see the complete list.

5. Check the box for Specify start and end dates to set start and/or end dates or times (optional). This
feature is useful for forwarding calls around your break or vacation schedule.

6. Click Save.

(42]

Where would you like to forward your calls?

il
Voicemail g[!?tlﬂg Send volcemail to
OO
Dl
) External numbsr

{3 Aonouncemen

» aoan aeor o) e—

Edil
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A banner will appear at the top of the RingCentral Admin Portal page to remind you when your calls are
forwarded. You can click Edit in the banner 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 |IVR 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.

Note:

e Touse the Forward all calls features, the User Settings - Call handling permission is required. If the
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.
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The Home tab contains shortcuts for quick access to commonly used functions. Here, you will find links to

the following:

Company

Users

Phone Numbers
Phones & Devices
Groups

Billing

Home Users Phone System
Quick Access
o Company

Diractory Assistance

Phones & Devices

Add User Phone
Add Unzssigned Phone

Manage Devices

Tutorials

¥ Setup call fowarding

Neetings

Reports ~

Add Call Quevs

Agd Message-Only Extenzion

Manage Groups

¥ Setup notification for calls, vaicemails, and faxes

¥ Changs what callers hear

%) Set Up Automatic Call Resording

Biling  More

¥) Change company voicemai

%) Use oall queues

¥) Setup and Provision devices

Click Support at the top right to access the RingCentral support site.

Adminportal ~ 18 @
o

Apps

g communications
solu h the business apps of
today and tomarrow:

Resources

[ open aweb Case

iral University

In the Tutorials section of the Home page, you can watch short helpful videos if you need help setting up

your phone system.

The Apps section on the upper right-hand side contains a link to the App Gallery, where you can view the
available apps you can integrate with your RingCentral phone system.

In the Resources section on the lower right-hand side, you can find external links to the following sites

relevant to your RingCentral account:

Community
Blog

Open a Web Case

RingCentral University

Service Status
What'’s New
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This section describes user setting actions that can be performed by administrators such as viewing
extensions, adding users, and editing user information. Let's take a closer look at these admin functions

Viewing users with extensions

1. From the Admin Portal, click the Users tab.
2. Click Users with Extensions under User List.
3. Select auser.
4. View or edit the settings for the selected user.
Admin Portal ~ | 8 @
{ ]
Home Users Phaone System Meefings Reports ~ Billing More
5 Userlist z User List » Users with Extensions B

Search i t Add User | Download User List

Unzssigned Extensions

& FRoles
& User Group o :
(z) User Groups Status  Name Dulcinea Dunn o
bS] Templates ’ L] Buck Strick (Super Admin)
Ext. 11103 Outbound Calls/Faxes Mestings Motifications
e @ Dulcinea Dunn
* User Details
L] Joe Hall
Matt Smith * Phones & Numbers

~ Screening, Greeting & Hold Music
< Call Handling & Forwarding

~ Messages
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Customizing columns in Users with Extensions list

From the Admin Portal, click the Users tab.

On the Users with Extensions page, click the three-dot More menu at the far right, then click
Customize Columns.

Check or uncheck the boxes for columns that you want to show or hide.

Click Save.

The following columns are available:

Status: User status. This column is always shown by default.
Name: User name. This column is always shown by default.
Number: User phone numbers.

Ext.: User extension.

Roles: User role with role scope.

Department: Department where User belongs to.

Email: User email.

Msg.: Number of User messages.

You can use the search function to easily find users. You can search by using first and/or last name, phone
number, extension, or email address. Click the filter icon to find users via their Status, Roles, or Department.

Note: If the Email column is hidden, you can still perform a search using your email address, or a partial A
email string. For example, if the email is user@ringcentral.com, you can search using user, user@, user@ring,
etc. However, searching for the email domain will not yield any results as you can’t perform a search based

on keywords belonging to the email address.

Viewing unassigned extensions

View unassigned extensions, assign an extension to a user, or delete an unused extension.

From the Admin Portal, select the Users tab.
Under User List, click Unassigned Extensions.
To assign the extension:
a. Select an extension.
b. Select a Setup Option, which includes Send invite, Activate by assigning credentials, and
Activate later. Enter information about the user that the extension will be assigned to.
c. Click Save or Save and Enable to add the user to your phone system.
To delete an unassigned extension:
a. Under Actions, click the three dot More icon at the far right of the extension.
b. Click Delete to delete the extension.
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The user interface shown is for accounts with two or more users. Accounts with one user will see a different

interface.

Users with Extensions

Unassigned
Extensions

& Roles

@) User Groups

@ User List v

@ Templates >

User List » Unassigned Extensions
Search Users Q Sites

@ Change Site

[J Name

[J  Ext. with Existing Phone

[J  Ext.with Existing Phone

[J  Ext. with no device assigned

[J  Ext.with no device assigned

O Ext. with no device assigned

[J  Ext.with no device assigned

[J  Ext. with Polycom Trio 8800 Conferenc...

[J  Ext with Polycom VVX 201

[J  Ext. with Polycom VVX 201

[J  Ext.with Polycom VVX411

Home Usern’hcne System Meetings Reports v Billing More

Number

(916) 555-1234

(205) 555-1234

+44 (20) 8037...

(205) 555-1234

(205) 555-1234

(205) 555-1234

(857) 555-1234

Site

Company

Company

Company

Company

Company

Company

Company

Company

Company

Company

K2
Py

Enable All

Actions

@ Ask RingCentral
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Adding users with devices

1. From the Admin Portal, navigate to Users > User List > Users with Extensions.

2. Click Add User. The Add Users window appears.
3. Select a Location from the dropdown list in Office User type, then click Select. By default, location is

based on the home country of the account.

RingCentral
Home Users Phone System Meetings v Reports v
W fo UserList ~ User List » Users with Extensions

Users with Extensions

Unassigned Extensions search
& Roles
@ User Groups (0 status Name
E Templates > 0O @ Aaron Lee
0O @ Ada Smith

1 Choaose User Type

What type of users do you want to add?

LE

ol » Office User
\'u.b‘ Message, Video, Phone
~—
[~ = 3 Mobile User
W ‘ Message, Video, Limited Phone

Billing More

=]

~  Number

(217) 339-6413

(205) 319-4800

Add Users

Learn More

Learn More

Ext.

11070

11101

2 Add User Info

Roles

Marketing QA

Marketing QA

3 Setup Options

-

- Add User

Department Site

Company
Company
Location
United States
Select
FREE
Select

34

Admin Portal +

@

1 Download User List

Msg. Actions
13718 ~
25135 ~

4. Fillinthe basic information about the user. Require unique email IDs is checked by default. You can
uncheck it if you don’t want this option. Note that if this is unchecked, users cannot be invited by

email.

5. Ifyoud like to add more users, enter the number on the field provided, then click Add. You can add
up to 24 more users (25 users at a time). You may also click the duplicate icon at the far right to
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create a new row to add a user and retain the selection details, except for first name, last name, and
email.

Make a selection under Phone. Options include RingCentral app, Inventory phone, Purchase phone, and
Bring your own device. RingCentral app is selected automatically.

Note: For older RingCentral accounts, you will have the RingCentral Phone as your softphone
device type instead of RingCentral App.

If you selected Inventory phone, choose the desk phone that you'd like to assign to the user. If you
selected Purchase phone, choose the device you'd like to purchase. Use the search bar or set filters to
narrow down devices based on your specific requirements.

Click Select under Number. Select a number from the Number Inventory tab, which has the
numbers reserved for your account. Click Numbers to assign a new number. Select the State, Area
Code, and a number. Click Done. If you're an admin with purchasing permissions, you can add new
users and see the charges. If you don't have purchasing permissions, you'll be blocked and will need
to contact your billing admin for adding more licenses.

Select, edit, or add shipping address if you've selected Purchase Phone under Phone. You can ship
purchased devices to a single or multiple addresses.

10. Click Next.
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e Select Number x
Number Inventory New Numbers
Search Q Locations ~
Number Name Location
Q (916) 459-2340 United States, Fair Oaks, CA
@] (520) 246-5625 United States, Casa Grande, AZ
O (520) 246-5704 United States, Casa Grande, AZ
O (520) 246-5736 United States, Casa Grande, AZ
Total: 4 Show: | 26 <1 >
Cancel
Add Users x
+ Choose User Type 2 Add User Info 3 Setup Options
Office user licenses available: 946 @ Require unique email IDs
Email First Name Last Name Cost Center Site Ext. Phone Number
abcdef ghijki222@gmai Abcdef Ghijkl John Smit... Company ~ 11102 Cisco 8861 G... ~ (520) 246-5625(In_.. > M
1 + Add
Shipping Info  Ship to multiple addresses e Order Summary
Select Shipping Address
Unit 1 Minden St., Jamaica Plain, MA, 02130, United States ~ | Edit | New One-time Charges Qty Subtotal™
Phones 1 $329.00
Attention to Select Shipping Method
Something New Ground ~
Today's Estimated Total* $329.00

Select Cost Center

=This price does not include calculations for prorated amounts, taxes, fees, and/or shipping.

Back Next

John Smith Company ~
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Setting up users

After the final step in Adding users with devices, you will see the following Setup options to onboard the

User:

e Send invite: Set up a user by sending a welcome email with an activation link.

e Activate by assigning credentials: Set up and activate a user by assigning credentials. No
welcome email will be sent.

e Activate later: Set up a user now but activate at a later time. No welcome email or

notifications will be sent.

Sending invite to a user

Select Send Invite under Setup options.

Click on Edit Role under Assigned Role if you want to change the permissions of the user. By
default, a user is set to have Standard User (International).

Click Next. The Add Users - Confirm window appears.

Review the charges and check the acknowledgment box at the bottom.

Click Next.

Activating by assigning credentials to a user

Select Activate by assigning credentials under Setup Option.
Fill in the info under Credential.
a. Password
b. Reenter Password
c. PIN
d. Reenter PIN
e. Security Question
f.  Answer
Note that these are all required fields.
Check the box for Temporary Password to prompt users to reset the password when they sign in for
the first time (optional).
Under Emergency Address, click Add beside the name of users with devices.
Fill in the info for the emergency address.
Read and understand the important notes about emergency calling service, check the box to
acknowledge, then click | Accept.
Click on Edit Role under Assigned Role if you want to change the permissions of the user. By
default, a user is set to have Standard User (International).
Click Next. If you click Next without doing Steps 4-6, there will be a prompt for Missing Emergency
Address. You may click Back to Add Emergency Address or Yes to continue without an emergency
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address. If you don’t add an emergency address at this point, user(s) will be required to add their
emergency address when they log in to their RingCentral online account or RingCentral app.

9. Review the charges and check the acknowledgment box at the bottom.

10. Click Next.

Activating user at a later time

1. Select Activate later under Setup Option.

2. Click on Edit Role under Assigned Role if you want to change the permissions of the user. By
default, a user is set to have Standard User (International).

3. Click Next. The Add Users - Confirm window appears.

4. Review the charges and check the acknowledgement box at the bottom.

5. Click Next.

Adding free users (without a device and a number)

1. Fromthe Admin Portal, navigate to Users > User List > Users with Extensions.
2. Click Add User. The Add Users window appears.
3. Click Select in Mobile User type.
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RingCentral
Home Users Phone System Meetings v Reports v Billing More
a o UserList v User List » Users with Extensions

| Users with Extensions

Unassigned Extensions Search Y
= Roles i Delete Enable Disable > Send Invite oS
@ User Groups 0 Status Name v Number
[ Templates > 0O @ Aaron Lee (217) 339-6413
O e Ada Smith (205) 319-4800
Add Users
1 Choose User Type 2 Add User Info

What type of users do you want to add?

a

om Office User
1}

‘__.! Message, Video, Phone  Learn More
—
oo@m Mobile User

Message, Video, Limited Phone  Learn More

‘A

Admin Portal v| 88 @
3

wn

(2

—+ Add User 4 Download User List

Department  Site Msg. Actions
Company 13718 H v
Company 25/36 : v
x
Location
United States ~
Select

Cancel
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4. Fillinthe basic information about the user. Require unique email IDs is checked by default. You can

uncheck it if you don’t want this option. Note that if this is unchecked, users cannot be invited by

email.

5. Ifyou'd like to add more users, enter the number on the field provided, then click Add. You can add

up to 24 more users (25 users at a time). You may also click the duplicate icon at the far right to
create a new row to add a user. Click Next.
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+ Choose User Type

Require unique email IDs

Email

First Name Last Name

mnopgrs.tuvwxyz444@gmail.c Mnopqrs Tuvwixyz

f 1 + Add

Setting up free users

40

Add Users X

2 Add User Info 3 Setup Options

Cost Center Site Ext.

John Smith Comp v Company v 11102 (]

After the final step in Adding users without devices, you will see the following setup options to onboard the

User:

e Send invite: Set up a user by sending a welcome email with an activation link.
e Activate by assigning credentials: Set up and activate a user by assigning credentials. No welcome

email will be sent.
e Activate later: Set up a user now but activate at a later time. No welcome email or notifications will

be sent.

Sending invite to a user

1. Select Send Invite under Setup Option.

2. Click on Edit Role under Assigned Role if you want to change the permissions of the user. By
default, a user is set to have Standard User (International).

3. Click Submit.

Activating by assigning credentials to a user

1. Select Activate by assigning credentials under Setup Option.
2. Fillinthe info under Credential.

Password
Reenter Password
PIN

Reenter PIN
Security Question
Answer
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Note that these are all required fields.
3. Check the box for Temporary Password to prompt users to reset the password when they sign in for

the first time (optional).
4. Click on Edit Role under Assigned Role if you want to change the permissions of the user. By

default, a user is set to have Standard User (International).
5. Click Submit.

Activating user at a later time

1. Select Activate later under Setup Option.
2. Click on Edit Role under Assigned Role if you want to change the permissions of the user. By

default, a user is set to have Standard User (International).
3. Click Submit.
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Deleting users and reassigning phone numbers

When deleting a user or extension assigned with a phone number, you specify whether to return the
number to your number inventory or reassign the number. When reassigning a number you can choose to
reassign to an extension, or to auto-receptionist, audio conferencing, or RingCentral Meetings. Reassigning
a number may require a license. If your account does not have a license, additional costs may apply.

Click the Users tab from the Admin Portal.

Choose User List > Users With Extensions.

Click Delete opposite the disabled user extension. The Delete user window will appear.
In Phone Numbers, select Move to number inventory or Reassign.

In the Reassign number window, choose where to reassign the number.

Click Delete user and reassign number. You receive a message confirming the action.

S e i

The following, if any, will be moved back to inventory for future use.
Licenses will continue to be charged. Reassign number X
+/ Phone numbers
Move to Number Inventory ®) Reassign
Reassign selected number to
/' Devices Reassigning the selected number requires a license, <License Names. If your account doesn' have the license,
+ Licenses additional costs might apply. Learn mores
r
1 Auto-Receptionist
\
\ RingCentral Audio Conferencing
Cancel m :)\Zing(}entra\ Meetings (7
~ D Extension
Back
'
1
Reassign number X
Reassign selected number to
Reassigning the selected number requires a license, <License Names. If your account doesn't have the license.
additional costs might apply. Learn more
® Auto-Receptionist
O RingCentral Audio Conferencing (7
. ) RingCentral Meetings (
<UserName> deleted and number reassigned -
D Extension —————___
—
—
\,
Back Delete user and reassign nurber

When deleting multiple users, some numbers may not be reassigned to the number inventory. For example,
BYOC gateway numbers, forwarded numbers, and AU13 numbers may not be reassigned to the number
inventory and will be assigned by default to the auto-receptionist.
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Resetting and assigning a user

You can use the Reset and Assign feature to reset a former user’s settings and assign the extension to a new
user for quicker onboarding. Only disabled extensions have the option to be reset.

1. Click the Users tab from the Admin Portal. Users with Extensions is the default selection under
User List.

2. Click onthe three-dot More icon at the far right of any entry with a red Disabled marker in the

Status column. Only disabled extensions have the option to be reset to a new user.

Select Reset and Assign. The Reset and Assign window will appear.

Check the boxes to the left of each entry that you want to activate for the user you are reassigning.

Click Next to access the Assign New User page.

S e

Choose setup options, and enter the name and any other profile details you want to change for the
new user being assigned to the extension.
7. Click Reset and Assign.

A green notification banner confirms successful reassignment, along with a confirmation email to the admin.
You can also confirm results in Audit Trail.

Admin Portal ~ || &8 @
(]

Homea Uszers Phone System Meefings Reports ~ Eilling More

& Userlist o User List 3 Users with Extensions

Users with Exdensions

Unassigned Extensions Search = Add User | Download User List
& Roles
(B User Groups Status  Mame «  Number Ext Roles Department Site Msg. Actions
B3 Tempiates e ] Buck Strick (Super Admin) (400) 200-2384 11101 Super Admin Company 4/40
L] Dulginea Dunn (40@) 240-2788 11102 Standard (1. Comnpary oz
L] Joe Hall (408) 209-0420 11102 Standard (I... Company 5/5

=] Matt Smith (408) 240-2057 11104 Standard (1... Company 0/0 H e

Enable

e Reset and Assign

Copy and Assign

Delete
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Reset and Assign

1 Reset Settings 2 Assign New User

Reset settings for new user

AN personal seifings for this extension will reset to default. View personal seffings
Select the sestings below to reset. Other setings not mentione will remsin the same.

B User Settings

8 Sereening, Gresting & Hold Music
B Call Handiing & Forwarding

& Message Semings

B Outtound Caller IDs

8 Ouibound Fax Settings

) Phone Setiings

() Prasance
) Delegates

() intercom

O Groups

0 call Queve: None

] Paging Only: Mo
) Snared Lines: None
() Park Locations: Mone
[ Cal Monitoring: None

(] User Groups: Nane

Reset and Assign

 Reset Seffings 2 Assign New User

6]

New User Info

First Name * Last Name *

Email Address * Short Extension Number

104

Full Extension Number: 11104
Users require unigue email IDs

Assigned Role @
Standard (Internatonal)

Edit Role

Settings

8 ves. | would like to receive information on product education
training materials, et
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Copying and assigning existing user settings using an unassigned extension

1. Fromthe Admin Portal, navigate to Users > User List > Users with Extensions.
2. Select the user you want to copy and click the More button under the Actions column at the far

right.
RlngCe ntral Admin Portal v 888 @
(]
Home Users Phone System Meetings v Reports v Billing More
o UserlList v User List > Users with Extensions
Users with Extensions
Search Q Y -+ Add User 4 Download User List
Unassigned Extensions
& Roles i Delete v Enable X Disable 7% Send Invite 7% Set Credentials [ Apply Templates © Change Site
@ User Groups m] Status Name v Number Ext. Roles Department Site Msg. Actions
Templates > 0O e Aviana Davis (409) 242-5315 11105 Standard (I... Company 0/1 E
(] Buck Strick (Super Admin) (409) 200-2364 11101 Super Admin Management Company 0/70 H ~
0O e Dulcinea Dunn (409) 240-2768 11103 Standard (.. Company 0r2

3. Select Copy and Assign.
4. Onthe Copy and Assign window, choose Use unassigned extension. Click Next.

Copy and Assign

How do you want to add your new user?
(®) Use unassigned extension

() Use free or paid license

Cancel

5. Select one of the following tabs:
o Users with Devices: Select this option if you want to assign a device or a DigitalLine to the
new user. Select the device, then click Next.
o Users without Devices: Select this option if you don’'t want to assign a device or a
DigitalLine to the new user. Select the extension, then click Next.
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Copy and Assign

1 Select Unassigned Extension 2 Copy Settings

Users with Devices | | Users without Devices

Search Q Cost Center M
Select Name v Serial No. Number
Q Ext. with Polycom VWX 201 IP Phone +12345
o] Ext. with Polycom VWX 201 IP Phone +12345

3 Assign New User

Cost Center

John Smith Company

John Smith Company

6. Select the settings you want to be copied. Any settings not selected will be set to default. Click Next.
7. Choose a Setup Option. Options include Send invite, Activate by assigning credentials, and Activate

later.

Copy and Assign

+ Select Unassigned Extension v Copy Settings

Setup Option

® Send invite @

(O Activate by assigning credentials @
O Activate later ©

8. Click Copy and Assign.
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Exporting a user list

Exporting a User List

You can export a list of users and extensions in Microsoft Excel file format. You can use this feature to create
a company directory or to perform an audit of users.

1. Click the Users tab from the Admin Portal.

2. Click Download User List to download a list of users and extensions for audit.
3. View the file in Microsoft Excel.

9

Home Users Phone System Meefings Reports ~ Billing More
& Userlist & User List » Users with Extengions e
Users with Extensions e
Search - W 4 Add User 4 Download User List

Unassigned Extensions

4 Roles  Delete  + Enable Dissble £ Sendimite 3 SetCredentisls 5 Apply Templates Change Site

@ User Groups ) Status  Name ~ | Mumber Ext Roles Department | Site Msg Actions

= Templates v [] Buck Strick (Super Admin) (408) 200-2364 11101 Super Admin Company 448 : -
[ Dulginea Dunn (400) 2402768 11102 Standard {1... Company oz

File Home Insert Page Layout Formulas Data Review View Help Q Tell me what yo

| B
|First Name Last Name

Mailbox ID

Extension Mobile Phone

Buck Strick 11101 stricklandpropane13

Buck Strick 11101 stricklandpropane13
Dulcinea Dunn 11103 dulcinea.dunn@gma

Joe Hall 11102 rchud241@gmail.col
Joe Hall 11102 rchud241@gmail.col
Matt Smith 11104 mattymatthewsmithi@
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Bulk adding and editing users
1. Gotothe Admin Portal and signin.
2. GotoUsers > User List > Users with Extensions.
3. Click Add Users in Bulk.
£ User List & User List » Users with Extensions =

Users with Extensions

Unassigned Extensions Search Y -+ Add User Add Users in Bulk
& Roles
(=) User Groups (] Status Name v Number Ext. Licenses Roles Department Msg. Actions
Templates > (] Somethingl New1 (SuperAd... (555) 123-4567 101 MVP Super Admin 2/2

4. Click Download template.
5. Choose the values you want to include in the template and select the file format.
6. Enter your email to receive the template, and then click Download.
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Sales! tha columns and column value options 1o include in the template

Columns Column value options

P it

Dptional:

Lk i i m

7. Fill out the template with your users’ information. Learn more.

8. After entering the required template information, click Browse to upload the template file. It may
take up to an hour to process the file.

9. Select Do your users have unique emails? if you require users to have unique email addresses. This
option may be available only when you want to activate users at a later time or by assigning
credentials.

10. Select the Setup Option. You can select the following options:

a. Send invite: Set up a user by sending a welcome email with an activation link.
b. Activate by assigning credentials: Set up and activate a user by assigning credentials. No

welcome email will be sent.
c. Activate later: Set up a user now but activate at a later time. No welcome email or
notifications will be sent.
11. An email will be sent to the Super Admin, and the results will be announced in a few minutes. Enter
the email addresses in the field that you want the upload result email to be sent.
12. Click Save.
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Note: Import will fail if a Contact Name on your list has the following symbols: <, >, /,". Before importing,
avoid using these four symbols in the First Name and Surname fields from the CSV file. The upload will not
be successful when one of these symbols is used. An email notification will be sent to the added email

address(es) without the .xls file, which will indicate the reason(s) why it failed.

Bulk enabling unassigned extensions

1. Gotothe Admin Portal and signin.
2. Goto Users > Unassigned Extensions.
3. Click Bulk Enable Extensions.

Jo UserList i User List » Unassigned Extensions

Users with Extensions

Search -+ Add Unassigned Ext
Unassigned Extensions

& Roles

Name ~  Serial No. Number Actions

) User Groups
Ext. with Yealink T46S Gigabit Color B... (555) 123-4567

[ Templates >
Ext. with Yealink T46S Gigabit Color B. (555) 123-4567

4. Click Download template.

Bulk Enable Extensions

5. Choose the values you want to include in the template and select the file format.

6. Enter your email to receive the template, and then click Download.
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Columns Column valuse options

Requiresd

Optlonal:

s i il m

7. Fill out the template. Learn more

8. After entering the required template information, click Browse to upload the template file. It may
take up to an hour to process the file. Any updates made to license assignments during this time may
not be reflected in the file.

9. Select Do your users have unique emails? if you require users to have unique email addresses. This
option may be available only when you want to activate users at a later time or by assigning
credentials.

10. Select the Setup Option. You can select the following options:

a. Send invite: Set up a user by sending a welcome email with an activation link.

b. Activate by assigning credentials: Set up and activate a user by assigning credentials. No
welcome email will be sent.

c. Activate later: Set up a user now but activate at a later time. No welcome email or

notifications will be sent.
11. An email will be sent to the Super Admin, and the results will be announced in a few minutes. Enter
the email addresses in the field that you want the upload result email to be sent.
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12. Click Save.

Note: Import will fail if a Contact Name on your list has the following symbols: <, >, /,". Before importing,
avoid using these four symbols in the First Name and Surname fields from the CSV file. The upload will not
be successful when one of these symbols is used. An email notification will be sent to the added email
address(es) without the .xIs file, which will indicate the reason(s) why it failed.

Activating by assigning credentials to a user

1. Select Activate by assigning credentials under Setup Option.
2. Fillinthe info under Credential:

o

o O o O

(e]

Password
Reenter Password
PIN

Reenter PIN
Security Question
Answer

Note that these are all required fields.
3. Check the box for Temporary Password to prompt users to reset the password when they sign in for
the first time (optional).

Upgrading user licenses to MVP in bulk

You can upgrade multiple users from Video Pro licenses to MVP licenses at the same time:
1. Gotothe Admin Portal and signin.
2. GotoUsers > Users with Extensions.
3. Click the three-dot More icon at the top right and choose Upgrade to MVP licenses in bulk
from the dropdown.
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User List » Users with Extensions b4
Search Q Y -+ Add User Add Users in Bulk : I
{ Download User List
W Delete ~ Enable X Disable 2> Send Invite 2% Set Credentials =) Apply Templates
# Edit User Information
[J sStatus Name v~ Number Ext. Licenses Roles Dep:
2 Upgrade to MVP licenses in bulk]
0O e Eric Tester 103 Video Pro Standard (I...
11l Customize Columns
9 Jon Newman (Super Admin) (212) 333-1397 101 Video Pro Super Admin 0/0 : ~

4. Click Download template. Open the bulk upgrade template file, enter the required

information, and save. To learn more, visit Editing a template to add assigned extensions in
bulk.

Click Upload file to upload the template you've filled out.

Enter your email address to receive a processing report when the upload finishes.
7. Click Submit.

oo

Upgrade to MVP licenses in bulk x

Upload an Excel file that contains your user's data
To edit licanses, download the template, input info for the users you would like to add, and upload the file below.

Available MVP licenses: 0; Available devices: 0; Reserved numbers: 0

Drag and drop your file here

or

2 Upload file

Download template

Enter the email addresses that should receive a processing report
Email

mm1+1678224039355-1302040@dins.ru

Cancel
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Converting a virtual extension to a digital line

To convert a virtual extension to a digital line:

Click the Users tab from the Admin Portal.

Select a user to convert with a direct inward dialing (DID) number but without a digital line.
Click Phones & Numbers.

Click Phones.

Click Add Phone.

In the Add User Phones window:

a. Select Domestic or International as the location.

S e o

b. Select a phone for the user on the Select Devices screen (this phone may be either a
softphone or a physical phone).

c. Click Existing Number on the Select Number screen. Select the DID (number) from the
user you are trying to convert.
Select your emergency address on the Add Emergency Address screen.
Complete the wizard.

Note: On the checkout screen, you will see a charge for the digital line and a credit for the DID. You will not
see a credit for virtual extensions that are Active User Extensions, as those are post-billed.
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Managing User Settings

Admins can edit the following user settings:

User Details

Messages

Notifications

Phones & Numbers
Screening, Greeting & Hold Music
Call Handling & Forwarding

Outbound Caller ID
Outbound Fax Settings

Administrators access and edit settings through the Users panel.

1. Fromthe Admin Portal, select the Users tab
2. Click the name of the user
3. Onthe user settings pane

o Select a category to edit (for example, Outbound Calls/Faxes)

Under Outbound Calls/Faxes, click the category to edit (Caller ID or Fax Settings)

@ User List v
| Users with Extensions
Unassigned
Extensions
& Roles

®) User Groups

= Templates >

Home USersoPhcne System Meetings Reports v

User List » Users with Extensions

Search Users Q| Morev
W Delete Enable Disable
[J Status Name
0O @ Aaron Lee
0O e Ada Smith
0o e Allen Test
0O e Anne Smith
O e Billing_qwerty,
0 e Bob Smith
0 e EA Phone
0o o Executive Jones
o o Executive Smith
Jack Manning
[] John Smith (Super Admin)
O e John Smith
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= Send Invite > Set Credentials

Jack Manning

Ext. 11108

v User Details

s Phones & Numbers

\ Screening, Greeting & Hold Music

“/ Call Handling & Forwarding

v Messages

Outbound Calls/Faxes

Admin Portal

T Add User 4 Download User List

Jack Manning

Ext. 11108 Outbound Calls/Faxes

v/ CallerID

~ Fax Settings
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User details
Click on User Details to view and edit the selected user’s information. From this menu, you can edit the role

assigned to a user, as well as a user’s extension, name, recording, phone numbers, email address, job title,
department, hours, password, and regional settings. You can also manage the single sign-on policy for your

~ User Details Super Admin . User Details Super Admin
General Seffings & Permissions Genaral
First Name Record User Name (& Regional Settings User Hours
Suck Hank Hillos GMT-08:00, Engksh (U.S Custom
Edit Edit Edit
Last Name
Strick Roles (1 User Groups
Super Admin Test
Job Title Department
Edit
Template Site
Short Extension Number Contact Phone Company
101 (303} 2528756 it
Full Extension Number: 11101
Confirmation Message (0
Mobile Phone Email Slagis Siga-sn
2 seconds
strickiandpropane135losgatosrd @gmail -
Edit
Jerity Email Uniqueness
Status Password
Enabled .
B ‘Ves. | wouid like to receive information on product education, training ma

& Send an email when a phone is added

Cancal

Managing single sign-on policy

Admins can manage the single sign-on (SSO) policy at the user level. When SSO is enabled on the account, it
controls the SSO login for all users on the account.

When Enforce SSO is enabled on the account, a user-level setting will be available to provide exceptions for
users that admins would want to allow to use their RingCentral credentials for authentication. The user
extension setting for SSO option is turned on by default when Enforce SSO is enabled on the account level.

Admins can also enforce SSO at a later time for these users that have already set their RingCentral
credentials during onboarding.
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Before you can change the SSO policy at the user extension level, ensure first that you have configured the
SSO settings and have enabled the SSO service on your account. For more information, navigate to Single

sign-on.

To manage SSO policy at the user extension level:

1. Click the Users tab from the Admin Portal.

2. Click User List.

3. Search the name of the user or browser through the list of Users with Extensions. You can also use
the filter and search by Status, Roles, Department, and Sites. Click the name of the user.

4. Click User Details.

Click Settings & Permissions.

6. Check the box next to Enforce SSO under Single Sign-on.

b

Admins can also manage the SSO policy via templates. To learn more, navigate to Managing templates.

Admin Portal w || 58 @
(]

Home Users Phone System Mesetings Reports ~ Billing More

e R User List - User List » Users with Extensions

| Users with Extensions

Unass . + Add User + Download User List
nassigned Exiznsions
& Roles Stztus. ~ Raoles ~ Department v Sites
@ User Groups
Temolstes > I w £
=] Status  Name Buck Strick
e Buck Strick {Supsr Admin)
x. 102 Outbound Calis/Faxes Meetings Notifications
[] Dulcinea Dunn
) Joe Ha o User Details e
L] Mzt Smith Py
General S & Permis
Reglonal Settings User Hours
lish (U.S
Roles User Groups
tand, ermational None
Template Schedule Meetings for Me

Confirmation Message 0 Single Sign-on
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Hiding users from your Company Directory

Company Directory Control enables admins to take control of the company contacts shown on employees
clients. Through this feature, you can hide specific contacts in your company directory from being seen in
the RingCentral app.

Note: Other users can still contact hidden users by directly dialing the number or by entering the email
when creating a new message.

For more information about checking your company contacts, visit Managing your company contacts in the
RingCentral app desktop and web.

1. From the Quick Access home page, click Manage Users under the Users column. Alternatively, you
can navigate to Users > User List > Users with Extensions.

2. Select the user you want to manage.

Click User Details.

4. Tick or untick the checkbox for Include User in Company Directory.

w

Once a user is hidden, they cannot be directly contacted through phone, message, or video via the
RingCentral app. However, other users can still call a hidden user by directly dialing the number or
messaging them by directly typing their email when creating a new message.

Unpublishing user’s non-extension numbers

Once the direct number, contact phone, or mobile phone number of a user is unpublished, the hidden
number will not be shown in the user’s profile in the RingCentral app. The hidden number cannot be
searched and contacted through phone.

However, other users can still call the hidden number by directly dialing the exact phone number.
1. From the Quick Access home page, click Manage Users under the Users column. Alternatively, you
can navigate to Users > User List > Users with Extensions.
2. Select the user you want to manage.
Click Phones and Devices.
4. Click Unpublish on the non-extension number/s you want to hide.

w
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~ User Details

-~ Phones & Numbers

Phones MNumbers Conference
Number v  Type Name
(555) 123-4567 Direct
(555) 123-4567 Direct

60

~+ Add Direct Number

Operation
Publish | Edit
Unpublish || Edit

5. Alternatively, you can unpublish contact and mobile phones via User Details > General.
6. Untick the checkbox for Publish in Company Directory below the number/s you want to hide.

. User Details

General Settings & Permissions
First Name Record User Name (D)

Catherine » 00:00/00:00 ) commm—
Last Name Edit

Johnson
Job Title Department

Ul designer Design
Extension Number Contact Phone ()

105

I Publish in Company Directory (D I
Mobile Phone Email
I Publish in Company Directory I Verify Email Unigueness

Status Password
Enzbled Change Password

Disable

[ Include User in Company Directory (&

@ Yes, | would like to receive information on product education, training materials, etc
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Phones & Numbers

Click Phones & Numbers to view and edit the selected user’s phone numbers and phone settings. You can
add a direct number for this user, add a phone, download/activate apps, change presence and intercom
settings, and view and edit conference settings.

. Phones & Numbers
Numbers Phones Conference
-+ Add Direct Number
Number v Type Name Actions
(623) 555-5555 Direct Edit
(719) 555-5555 Direct Edit

~. Phones & Numbers

Numbers Phones Conference

-+ Add Phone © Presence 2, Delegates 2 Intercom | ®

Phone Nickname v Phone Type Number Actions
Appointments Specialist ... RingCentral Ph... (205) 555-5555 Edit
Existing Phone Existing Phone (650) 555-5555 Edit
Jack Manning Cisco SPA-... Cisco SPA-122... (213) 555-5555 Edit
Jack Manning Polycom R...  Polycom Trio 8...  (650) 555-5555 Edit
RingCentral Phone app RingCentral Ph... (205) 555-66565 Edit
SoftPhone RingCentral Ph... Edit
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Admins and users can set a direct number as a user’s primary number displayed across different endpoints,
namely Admin Portal, RingCentral desktop app, and RingCentral mobile app.

An admin with user management permissions would be able to set this on behalf of other users. A user

would be able to set this on their profile.

To set a user’s primary number:

1. Click the Users tab from the Admin Portal.
2.
3. Click Phones & Numbers.
4. Click Edit under Primary Number.
5. Select the number you want to set as a primary number.
6. Click Apply.
Home  USere  PhoneSystem  Mesings  Reporls v Biling  More

User List » Users with Extensions

Admin Portal ~ | 88 @
L]

-

RS Sea + Add User 1 Download User List
Unassigned Sxtensions
& Roles
(& User Groups ] Status  Name v Buck Strick
Tempiates 2 ] Buek Strick (Supar Admin)
Ext. 11101 Outbound Calls/Faxas Mestings Notifications
] @ Dulcinea Dunn
« User Details Super Admin
L] Jos Hs
o Miatt Smith e < Phones & Numbers
Primary Number
Direct - +44 (20) 45326303
Mumbers Fronas Conference
Edit Primary Number
Mumber Sea Tyoes
+44 (20) 45325203
Select Number v Name
e ® (408) 200-2254

Total: 2

+44 (20 45325208

Type

Desk Phone

Direct Number

Cance!

Click the name of the user whose primary number you want to set to under Users with Extensions.

©
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Click Screening, Greeting & Hold Music to view and edit the selected user’s greeting, call screening options,
connecting message, audio while connecting, hold music, and blocked call settings.

. Screening, Greeting & Hold Music

User Hours After Hours Blocked Calls

User Greeting (O Call Screening (O

Enable Enable
Default If Caller ID not present, ask callers to say
their name before connecting.
> 00:00/00:00 ) em—

Edit
Default Greeting: "Thank you for calling
Jack Manning"

Edit

Connecting Message © Audio While Connecting &

Default Message: "Please hold while I try
to connect you."

Music or Ringtone callers will hear while
connecting

Edit Edit

Hold Music (O
Enable

Music: Acoustic

> 00:00/00:00 ) emmm—

Edit

Cancel

Enable Enable
Default Music: Acoustic
> 00:00/00:00 4) > 00:00/00:00 4)) e

Save
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~ Screening, Greeting & Hold Music

User Hours After Hours Blocked Calls
Block option
Specific calls and faxes v

Only block these numbers or area codes

Phone Numbers or Area Codes Name (Optional)

Number v Name Actions

(857) 222-2222 RingCentral Delete

Callers will hear
I'm sorry. The number you dialed can not be reached from your calling area. Goodbye.

» 00:00/00:00 ) s

Edit

Robocalls
Block option ©

Ring devices and apps A4
Trusted numbers ©

Phone Number Name (Optional)

Block calls with no caller ID

Block option

None ~

Block calls from pay phones

Enable block calls from pay phones
Callers will hear

I'm sorry, the number you dialed cannot accept calls from payphones at this time. Please try your call
again later. Goodbye.

> 00:00/00:00 ) s

Edit

Cancel m
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Call Handling and Voicemail

Click Call Handling and Voicemail to view and edit the selected user’s call handling, call forwarding, ring
group, additional phones, ring pattern, incoming call, and call flip settings.

You can enable and disable call forward options on some equipment, such as Polycom®VVX®phones. The
ability to enable call forwarding on the phone hardware must be enabled in your account. Some limitations
apply:
e [fthe call forward is configured on the phone hardware, the forwarding will not be indicated in the
RingCentral system.
e The Call Forward selection on the phone setup between multiple devices is restricted to run only
three times.
e Ifauserreceives an E911 callback, and Call Forward is enabled on the user’s phone, the configured
destination will receive the E911 call.

. Call Forwarding and Voicemail
Work Hours After Hours Custom Rules Settings

Incoming Calls

Set how you'd like to answer calls during work hours. Learn More

£ Ring all at once v
O Order Active RingFor ®© Name Number
.0 1 @  +Rings/20Secs % Promotion (650) 295-123
[ [ @ 4 Rings / 20 Secs ~ | Phone 1 (530) 503-2222
1 @)  AwaysRing V| Desklop & Mobile...

@ Add number or coworker

Missed Calls:
Set how you'd like your missed calls to be handled during work hours.

Send to voicemail v
Voicemail Greeting Select voicemail box
Default ® This Extension (Ext. 101)
» 00:00 / 00:00 ‘)) O Specific Extension

Edit

Cance‘
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Learn more about call handling.

Setting a voicemail greeting
Admins can set up the voicemail greeting feature on behalf of another user.

Go to the Admin Portal and sign in.

Go to Users > Users with Extensions.

Click on the user's name. (Don't check the box next to the user’s name).

Select Call Forwarding and Voicemail.

Under Work Hours, scroll down to Missed Calls and select Send to voicemail from the dropdown.
Click Play to listen to your current greeting.

Click Edit if you want to record a custom greeting. Learn how

© N A WODd PR

If you want to remove your custom greeting and use the default greeting, click Edit, then select

Default.

9. By default, voicemails are saved in the user’s voicemail box. To save their voicemails in a different
voicemail box, select Specific Extension under Select voicemail box and choose from the list of
extensions.

10. Click Save.

Setting up shared voicemail

Shared Voicemail allows admins designate account users as co-recipients of the company or other users’

voicemail messages. A co-recipient of a shared voicemail will have the same permissions as the voicemail
owner and can act in the same way (e.g., listening to a new voicemail message clears its “New” status). Only
the voicemail box owner can delete messages.

1. Gotothe Admin Portal and signin.

2. GotoUsers > User List > Users with Extensions.

3. Select the user you want to configure then go to the extension’s settings.

Home Users Phone System Mestings Reporis v Biling More Search sellings, pages, or help articles ~ Q
o UserList v User List » Users with Extensions bid
Users with Extensions
Unassigned Extensions Search v + Add User | |+ Download User List
& Roles
@ User Groups O Status  Name ! Some ALT USER (1673312374737) New1 8
E Templates » (] Some ALT_USER (16733123

Ext. 101 Qutbound Calls/Faxes Meetings Notifications

4. Go to Voicemail > Settings.
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5. Click Add Co-recipients.

6. Check the box next to the user(s) you want to add as a voicemail co-recipient, then click Save.

| Users

v User Details

 Phones & Numbers

v Sereening, Greeting & Hold Music

<

Call Handling

- Voicemail

Work hours After hours Settings

Voicemail to text ©

(‘ On

Co-recipients of this extension’s voicemails T

Voicemails are not shared

Add Co-recipients

Setting up the Forward all calls feature

The Forward all calls feature allows you to easily forward all your incoming calls when you're unable to
answer. You can forward incoming calls to a voicemail, coworker, external number, call queue,

Super Admin @

66

announcement, IVR menu, or other locations. You can also schedule the time period when the incoming calls

should be forwarded.

Admins can set up the Forward all calls feature on behalf of another user.

Click Call Handling.

O bdpR

Go to the Admin Portal and signin.
Go to Users > User List > Users with Extensions, then select the relevant user extension.

Turn on the toggle for Forward all calls.
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Farward all cals

i

5. Select one of the options under Where would you like to forward your calls?. Click Show more

options to see the complete list.

6. Check the box for Specify start and end dates to set a start and/or end date or time (optional). This

feature is useful for forwarding calls around a break or vacation schedule.

7. Click Save.

Where would you like te forward your calls?

® Voicamail
o Vaicemail greeting
1 Goworker
Default
) Extamal numbsr

1 Announcement

I [0 Specify start and end dates eI

GMT-06:00) Pacific Tms (US & Canada

Send voicemail to
©) My valcemall (Ext. 127701)
20005 0000 W) e— . At oniomei
Ext. 121101

yetam Mew

Salact extansion

Admins will see a banner at the top of the Call Handling section for the selected user when the Forward all

calls feature is turned on.
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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 |IVR 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.

Note:

e Touse the Forward all calls features, the User Settings - Call handling permission is required. If the
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.

When Forward all calls and Do Not Disturb (DND) are both turned on, calls will be forwarded according to
your Forward all calls settings.
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Outbound Calls/Faxes

In the user settings pane, click the Outbound Calls/ Faxes tab to configure settings for caller ID and fax.

Outbound Caller ID

Click Caller ID to view and edit the selected user’s outbound caller ID numbers.

-~ Caller ID

Decide which phone number will display as Caller ID for outgoing calls. (&

By Phone

John Smith Cisco SPA-303 Desk Phone

(857) 777-7777 - Main Company Number

Edit

By Feature

RingOut from Web

(857) 777-7777 - Main Company Number
Edit

Call Flip

(857) 777-7777 - Main Company Number
Edit

Mobile App

Not-specified
Edit

Common Phone

(857) 777-7777 - Main Company Number
Edit

Alternate Caller ID

Not-specified

Edit

Internal Calls

RingMe (Outgoing to Caller)

(857) 777-7777 - Main Company Number
Edit

Fax Number

(857) 777-7777 - Main Company Number
Edit

Additional Desktop App

(857) 777-7777 - Main Company Number
Edit

Delegated Caller ID

(857) 777-7777 - Main Company Number

Edit

Display my extension number for internal calls. ©
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Outbound Fax settings

Click Fax Settings to view and edit the selected user’s fax cover page settings and fax via email settings.

~ Fax Settings

Cover Page Info

This information will be printed on your fax cover page

Company Country

e.g. John Doe United States v
Street Address Additional address (Optional) ®

e.g. 120 1st St SW e.g. Suite 500 or Building A, Floor 3
City State/Province

e.g. Alabaster Select State/Province v
Zip Code

e.g. 35007
Phone Number & Cover Page
(857) 777-7777 - Main Company Number Contempo

Edit Select
Fax Number

(857) 777-7777 - Main Company Number

Edit

Faxes Sent via Email

To enable sending faxes via email from additional email addresses, enter them here. To send a fax via
email, send the fax via faxnumber@rcfax.com.

Omit cover page when email subject is blank @

OOn @ Off

Email Addresses

Email addresses permitted to send faxes

Email@example.com

Cancel Save
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Bulk adding or editing users

1. Loginasanadministrator to the RingCentral online account.
2. Fromthe Admin Portal, navigate to Users > User List > Users with Extensions.
3. Click Bulk User Update. This will open the Assign Users window.

8 Userlist V User List » Users with Extensions
Users with Extensions
Unassigned Extensions Search % —+ Add User Bulk User Update
& Roles
@& User Groups O Status  Name ~  Number Ext. Roles Department Msg. Actions
= Templates > 0o @ Aaron Lee +12345 11070 Marketing QA 13/18 : v
0 @ Ada Smith +12345 1101 Marketing QA 40450 : v

4. Choose a Setup Option. Options include Send invite, Activate by assigning credentials, and Activate
later.

5. The option for Users require unique email IDs is checked by default. If you've selected Send invite
under Setup Option, you are unable to uncheck this box. If you've selected either Activate by
assigning credentials or Activate later, you can uncheck the Users require unique email IDs if you
don’'t want this option.

Note: If this is unchecked, users cannot be invited by email and you have to select another setup
option.

Select a File Format. Options include Excel Workbook (.xIs) and Excel Workbook (.xlIsx).

Enter your email address in the Send Email to field, and click Send.

Click OK on the Alert window that says the template file is sent.

Check your email and download the template. Read the instructions carefully and fill out the

0 © N o

template with your users’ information. Save the file once you'’re done.
10. Click Browse under Upload File. Locate the Excel file containing your users’ info, click Open, and
then click Upload.

Setting up users

After the final step in adding a user extension, you will see the following setup options to onboard the user.
e Send invite: Set up a user by sending a welcome email with an activation link.

e Activate by assigning credentials: Set up and activate a user by assigning credentials. No welcome
email will be sent.
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e Activate later: Set up a user now, but activate at a later time. No welcome email or notifications will

be sent.

Activating by assigning credentials to a user

1. Select Activate by assigning credentials under Setup Option.
2. Fillinthe info under Credential:

Password
Reenter Password
PIN

Reenter PIN
Security Question

o O O O O O

Answer
Note that these are all required fields.

3. Check the box for Temporary Password to prompt users to reset the password when they sign in for
the first time (optional).
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Roles and permissions enforce your company security policy by providing flexible, role-based access to your
RingCentral phone system. You can delegate access to certain areas without giving full admin access, or by
retaining control over certain areas. You can use templates and bulk upload options to efficiently apply roles
among users across an organization. You can also define specific settings for each user role, such as call

blocking, call handling, notifications, and more.

Predefined roles
You can grant access privileges by assigning users one of the seven predefined roles:

e Super Admin: Complete system administrator-level access.

e Phone System Admin: Phone System settings access plus full access to user-level settings.

e Billing Admin: Full access to billing functions, user-level settings, international dialing, and some
analytics features.

e User Admin: Full access to user administration (self and others), international dialing, and system
features/apps.

e Manager: Provide users with all capabilities of Standard (International) along with access to key
functions such as Reports and Company Call Log.

e Standard (International): User level access with international dialing access.

e Standard: User level access without international dialing access.

Note: Predefined roles cannot be modified.

Custom roles

You can create custom roles to meet your business needs. When creating a custom role you select an existing role as a
starting point, and select permissions to be assigned to the role. To create a custom role, click New Role.

Note: This feature is available only to RingCentral MVP Premium and Ultimate with two or more users in
the US, Canada, and UK.

Assigning users to arole
To assign users to a role: From the Admin Portal, select the Users tab.

Click Roles.

Select one of the roles to assign users.

Click the Assigned Users tab to view the users currently assigned to the selected role.
Click Assign User. A list of users and their currently assigned roles is displayed.

Select the users to assign to the role.

unhobdeE
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6. Click Assign.
The users’ roles are assigned and displayed in the Users list assignments are displayed in the Users list.

Note: The New Role option is available for MVP Premium and Ultimate users only.

Home Userso Phone System  Meetings  Reports Biling  More
@ uUserList > Roles
0~
Roles give admins the ability to control what users can do within the system. A role is a collection of permissions which could be based on a job function.
® User Groups Marketing QA is assigned to new users by default.
[ Templates > Search Roles Q + New Role
Role Name v Type of Role Description
Admin - User and Roles Custom User and Role Manager
Analytics Portal Manager Custom
Biling Admin Predefined Billing functions plus Standard International and Manager functions.
€U Test - Meetings Custom
9 Manager Predefined Company reporting functionality plus Standard International.
Marketing QA Custom
Marketing QA 2 Custom
Y
Home  Users Phone System  Meetings  Reports v Billing More o
< Back Manager
DR Search Q | | Department - Sites v + Assign User

a Assigned Users

Change Administered Si
Name ~  Number Ext. Department Site Role Domain Actions
Assign users 1o role x
Search Sites v
Show All | Show Selected (1)
2@  Name v Ext Roles Department site Role Domain
(]  AaronLee 113 Marketing QA Company
e Ada Smith 100 Marketing QA Company Select Site: Company v
O Alen Test 11138 Marketing QA Company
) Mikllagane 11123 Standard (International) Company
) Mike Tan 11102 Super Admin KB Company
) Mami Babi 11138 Standard (International) ~ Self-Service Company
O  Reileen Kovacs 1118 Standard (International) Company
()  SandraBrown 1110 Standard (International) Company
Total: 8 Show: | 25 v 125 Cancel
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Modifying a user’s role

You can modify a user’s role by editing the user’s page.

No s~ R

Select therole.
Click Save.

Click the Users tab from the Admin Portal.
Click the user whose role you will modify.
Click User Details.

Click Settings & Permissions.

Click the Edit button under Roles.

75

Home UserSOPhone System Meetings Reports v Billing More

Admin Portal v

ooo
500
868

® UserlList e User List » Users with Extensions b4
I Users with Extensions
) Search Users Q More v + Add User L Download User List
Unassigned
Extensions
I Delete v Enable X Disable 2 Send Invite 2 Set Credentials [ Apply Templates © Change Site
& Roles
be
- [0 staws Name Jack Manning
(&) User Groups
0O @ Aaron Lee
3 Templates Y Ext. 11108 Outbound Calls/Faxes Meetings Notifications
0O @ Ada Smith
- User Details
O © Allen Test e
o e Anne Smith General Settings & Permissions o
O Billing_qwerty
Regional Settings User Hours
0O @& Bob Smith GMT+08:00, English (U.S.) Custom
Edit Edit
0O @ EA Phone
Roles ( User Groups
O © Executive Jones < P
Standard None
0o © Executive Smith e Edit Edit
e o e sack Manning Template Site
(] John Smith (Super Admin) Apply Gompany
Edit
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Creating anew role

To create a new, custom role:

76

1. Click the Users tab from the Admin Portal.

2. Click the Roles panel.

3. Click New Role.

4. Select arole touse as atemplate, or starting point, then click Next. The Create New Role window
appears.

5. Enter the Name and Description for the new role, then click Next.

6. Setthe permissions for the new role.

7. Click Create Role.

Note: This option is available for MVP Premium and Ultimate only.

Home Usersohone System Meetings Reports v Billing More

(® User List > Roles

o User Groups Marketing QA is assigned to new users by default.

[ Templates > Search Roles Q
Role Name v Type of Role
Admin - User and Roles Custom
Analytics Portal Manager Custom
Billing Admin Predefined
CU Test - Meetings Custom
Manager Predefined

Admin Portal v

oog
888
aoe

< Roles
oles give admins the ability to control what users can do within the system. A role is a collection of permissions which could be based on a job function.
a Roles gi dmins the ability t trol what do within the syst Arole i llecti f p issi hich Id be based job functi

-+ New Role

Description

User and Role Manager

Billing functions plus Standard International and Manager functions.

Company reporting functionality plus Standard International.

@
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Setting a default role

For ease of use, you can create a custom role and then set that role as the default role assigned to all
newly-created users.

If you do not set a default role, all newly-created users are automatically set to the Standard (International)
role.

Create your custom role.

Click Users from the Admin Portal.
Click Roles.

Select the custom role you created.
Click Edit.

Click the checkbox Set as Default.
Click Save.

NouvhAcODdR

Note: You can also select one of the predefined roles to be the default role.

Admin Portal v §8 @
Home Users hone System Meetings Reports v Billing More ®

@ User List > Roles

< Roles
a Roles give admins the ability to control what users can do within the system. Arole is a collection of permissions which could be based on a job function.

@ User Groups Marketing QA is assigned to new users by default

D Templates > Search Roles Q + New Role
Role Name ~  Type of Role Description
Admin - User and Roles Custom User and Role Manager
e Analytics Portal Manager Custom
Billing Admin Predefined Billing functions plus Standard International and Manager functions.
CU Test - Meetings Custom
Manager Predefined Company reporting functionality plus Standard International.

Admin Portal v 8§
Home Users Phone System Meetings Reports v Billing More (]

& Edit H

¢ Back Analytics Portal Manager

Overview Name Description

Analytics Portal Manager
Assigned Users

Type of Role: Gustom (O
Set as Default
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A RingCentral User Group associates users based on organization hierarchy. A group is managed by a user
group manager who accesses and modifies group members' settings and views their call logs. The account
administrator controls who gets access to view or create user groups.

The account administrator creates multiple groups as required for your organization. A flat, non-nested
group structure is supported. Users may belong to multiple groups. For example, for a director with two
team managers (and their team members), you might create three user groups: one group for each of the
team managers, and an overall group for the director that includes all reporting members.

When a user is assigned to be a user group manager, the user automatically inherits certain permissions.
These permissions work in conjunction with the role assigned to the user in the Roles section of user
administration. You must ensure that the primary role has the correct permissions so that user access is
controlled when the user is given user group manager access.

Note: This feature is available for RingCentral MVP Premium and Ultimate only.

Admin Portal ~ 888 @
( ]
Home Users Phone System Meetings Reports v Billing More
(@ UserList > User Groups
= Roles
A user group gives a group manager access to its members' settings and call logs.
(&) User Groups
Search Groups Q - New Group
Templates >
Name v Manager Description
Billing_Team John Smith
Customer Service Julie Andrews
Total: 2 Show: | 25 ~v
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The tasks involved in managing user groups include:

Assigning Users to User Groups: The Templates section in user management allows the account

79

administrator to streamline the assignment of users to user groups. This assignment is performed in

the User Groups option in Templates.

Viewing and modifying User Settings: The User Settings sections, accessed from the User List in
user management, allows the user group manager to view and modify the settings assigned to a

member of their group, including the roles and user groups in the User Details section.

Accessing Reports for your group members: The Reports section helps admins and user group
managers optimize the phone system by presenting usage analysis and trending metrics in an
easy-to-read graphical format. When logged in as a user group manager, you can see your group

members’ data only.

Creating a user group

When you create a user group, you organize a group of users by adding members to the group and assigning

a group manager who can modify members’ settings and view their call logs. The manager must at minimum

have User Admin role and permission to access the group manager interface.

© 202

kbR

Click the Users tab from the Admin Portal.

Click User Groups. You will see a list of existing user groups if any.
Click Create (if no user groups exist), or click New Group.

Enter a Name and Description for the user group.

Click Next.
Home Users\ﬂhone System Meetings Reports ™ Billing More
® User List > User Groups
& Roles o
| @ | Auser group gives a group manager access to its members' settings and call logs.
%) User Groups \/
Search Groups Q
Templates >
Name ~ Manager Description
Billing Team John Smith

Customer Service Julie Andrews

888

Admin Portal ~ g8

@

+ New Group

Create User Group

1 Describe User Group 2 Add Members 3 Select Group Manager

Name
Description

Add a brief description for your group. You may consider including details about the
permissions or types of users in this group.

o~

[ @ )
Cancel m
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Add members to the user group. Search by department or all departments, and check to select the

users.
Click Next.

Select a member of the user group to be the user group manager. (The manager must be a member

of the user group).
Click Done.

The user group is created, and a confirmation message is displayed. The user group’s name and manager are

displayed in the User Groups view.

« Describe User Group

Create User Group

2 Add Members

3 Select Group Manager

© 20z

Search Q Department: All ~ Sites v
Show All | Show Selected (2)
2 Name v Ext Roles Department
O Aaron Lee 11113 Marketing QA
O Ada Smith 100 Marketing QA
O Allen Test 11138 Marketing QA
O Anne Smith 11129 Standard (International)
O Billing qwerty 11127 Standard (International)
Bob Smith 11107 Billing Admin
O EA Phone 11108 Standard (International)
O Executive Jones 11120 Standard (International)
O Executive Smith 11125 Standard (International) q
Jack Manning 11108 Standard KB
Total: 29 « 123 > Back
Create User Group
+ Describe User Group + Add Members 3 Select Group Manager 0
The group manager will have access to the settings and call logs of the group members.
Search Q Department: All ~ Sites ~
Select Name Site Ext. Roles Department
@) Bob Smith Company 11107 Billing Admin
® Jack Manning Company 11108 Standard KB
Total: 2 <1 Back Done
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Editing or deleting a user group

To edit an existing user group:

Click the Users tab from the Admin Portal.
Click User Groups.
Select an existing group from the list.

> ObdpR

81

On the Overview page, click Edit to change the name or description of the user group. To change

the manager of the user group, click Change, select a new manager, and click Done.

Click Save to save the group’s changes.

On the Members page, add or remove members from the group as needed. To add a member click

Add Member, select members to be added, and click Add.

To delete a user group, click Delete and confirm the deletion. Deleting a group will result in members being

removed from the group and the group manager losing some privileges.

Home Userso’hone System Meetings Reports v Billing More

@ UserList > User Groups
<= Roles
2 A user group gives a group manager access 1o its members' settings and call logs.
Search Groups Q
D Templates >
Name ~  Manager Description
Biling Team John Smith

e Customer Service Julie Andrews

888
888

Admin Portal v

@

+ New Group

Home Users Phone System Meetings Reports v Billing More
< Back Customer Service
Overview Name Description

Members Customer Service

Group Manager

Julie Andrews | Ext 11105

Change

Note: The group manager is entitled to access
settings and call logs of all group members

© 2023 R Delete

Admin Portal v  §88 @
(]




RingCentral MVP | | Templates
82

RingCentral Templates will save you time and repetitive manual effort by streamlining your administrative
routine. There are two types of templates, one for user settings and another for specifying call handling
rules. Create a template and apply it to users as you need.

Creating a template for user settings

To create a template for user settings, follow these steps:

Click the Users tab from the Admin Portal.
Click Templates > User Settings.

Click Add User Settings Template.

Enter a New Template Name.

Click Save.

unhobdpeE

Admin Portal ~ 288 @
(]
Home Users' hone System Meetings Reports v Billing More

(@ UserList > Templates » User Settings
= Roles
Templates can be applied to multiple users at once.
(&) User Groups e
Search Templates Q -+ Add User Settings Template
=] Templates v
7 i Delete
User Settings Add User Settings Template X
[J) Name ~ Actions
Call Handling

Enter a name for your template.
Limited Extension [J Catlovers

New Template Name

[J RingCentral Video Users
New users
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6. Select atemplate from the left pane. You see options you can set for this template in the right panel,
grouped into categories of settings for Inbound and Outbound calling and Notifications. For each
group of settings, you can specify whether the settings override each users’ settings by checking
Override User Settings.

7. Configure Template Information settings. Under New Template Name, edit the name of your
template and see the last time it was modified and when it was created.

8. Configure User Details settings:

a. Regional Settings: Select regional settings for users such as time zone and time format.

b. User Hours: Set user hours to 24 hours or specify hours.

c. Roles: Select the role to be applied to the users. Roles give admins the ability to control
what users can do within the system. Arole is a collection of permissions that could be
based on a job function.

User Groups: Select the user groups where the user is to have a membership.

e. Site: Select site (applicable to multi-site accounts).

f. Confirmation Message: Specify how long the confirmation message will appear after a
successful operation is finished. You have the option to disable this feature.

g. JobTitle: Specify the job title.

h. Single-Sign on: Enforce SSO for users on the account.

i. Video Service: Select the meetings service you want to use in your web portal, RingCentral
app, and integrations.

j-  Receive Communications from RingCentral: Select if users receive voicemail messages
from RingCentral on product education.

© 2023 RingCentral, Inc. All Rights Reserved



RingCentral MVP | Admin Guide | Templates

Templates » User Settings

Templates can be applied to multiple users at once.

Search Templates Q

@ Delete

) Name

() New users

O

Cat Lovers

RingCentral Video Users

Support

Call Queue Manager

2a

Technical Support

0 0O 0O 0o o 0o o o

Customer Service

]

asdasd

New users

Inbound Outbound

~ Template Information

-+ Add User Settings Template

New users

Inbound Outbound

o . Template Information

Template Name

New users

Last Modified

07/24/2020 at 3:07 pm by John Smith

Created

07/24/2020 at 3:07 pm by John Smith

© 2023 RingCentral, Inc. All Rights Reserved

New users

Inbound Outbound

~~ Template Information

9 ~ User Details

Settings & Permissions

Regional Settings
GMT-08:00, English (U.S.)
Edit

[ Override User Settings

Roles

Marketing QA
Edit
[ Override User Settings

Site

Company
Edit
[ Override User Settings

Job Title

[ Override User Settings

User Hours

24 hours
Edit
[ Override User Settings

User Groups

None
Edit
[0 Override User Settings

Confirmation Message (O

3 seconds
Edit
[ Override User Settings

Video Service ©

RingCentral Video

Edit

[0 Override User Settings
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9. Configure Phones settings.

Appearance: Select extensions to display on desk phones and softphones.
Permissions: Select users permitted to answer calls of the other extensions.
Emergency Address: Provide a physical address for first responders.

oo oo

Bandwidth Settings: To improve the quality of your calls, you can set how much network
bandwidth to use for calls:
e High Bandwidth - gives you better sound quality but calls can become choppy when
it's not available.
e [ow Bandwidth - gives you lower sound quality but ensures no interruptions during
your conversation.

New users

Inbound Outbound Notifications

s Template Information

~ User Details

o/\ Phones

Presence Settings

Appearance

User's phone will be rebooted to reflect the presence changes made. If a call is in progress, the phone
will reboot after it completes.

Edit
(] Override User Settings
Permissions

Edit

(] Override User Settings

Emergency Address
Select a country for Emergency Address provisioning.
US/Canada/Puerto Rico v

You will overwrite the currently provisioned Emergency Address. This operation is not recommended for
addresses outside the user’s home country.

Address

None
Edit

([ Override User Settings

Bandwidth Settings
Data Usage
High

Use HD Voice if possible

([ Override User Settings
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10. Configure Screen, Greeting, and Hold Music settings.

a. User Greeting: Turn on this option when you want the system to answer the call with a
recorded welcome message, so callers know they've reached the right person. This is not a
personal voicemail announcement.

b. Call Screening: Turn on this option when you want callers to announce their name before
continuing to connect the call. This option lets you identify the caller so you can pick up the
call immediately. After turning on this option, go to Call Forwarding and Voicemail >
Settings > Incoming Call Information to set your preferences.

c. Connecting Message: Set a recorded message you want callers to hear to let them know
the call will now be transferred to your line.

d. Audio While Connecting: Incoming callers will hear the music selection that is configured
with this setting. The music selection callers will hear when they are placed on hold can be
set in the Hold music selection. Note that the Audio While Connecting setting is applied on
arule basis, whereas the Hold Music setting is applied for all calls.

e. Hold Music: Turn on this option when you want callers to hear music whenever you put a
call on hold.

© 2023 RingCentral, Inc. All Rights Reserved
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New users

<

Template Information

<

User Details

~ Phones

Screening, Greeting & Hold Music

©

User Greeting @

[ Enable
(7] Override User Settings

Connecting Message ()

Enable

Default
> 00:00 /00:00 )

Default Message: "Please hold while | try
to connect you."

Edit
[ Override User Settings

Hold Music ®

Enable

Music: Acoustic

Edit

[ Override User Settings

Inbound Outbound Notifications

> 00:00/00:00 4)) comm—

Call Screening @

[ Enable
[) Override User Settings

Audio While Connecting

Enable

Music: Acoustic
1> 00:00/00:00 ) mm—

Music or Ringtone callers will hear while
connecting

Edit

[0 Override User Settings

© 2023 RingCentral, Inc. All Rights Reserved
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11. Configure Call Forwarding and Voicemail settings. Under Desktop & Mobile Apps, specify whether

to notify your Desktop and apps before forwarding the incoming call to your desk phones and
forwarding numbers, and specify a wait time.

New users

v Template Information
v User Details

~ Phones

0/\ Call Handling & Forwarding

Desktop & Mobile Apps
Notify my Desktop & Mobile Apps (@

Wait Time

Select the time before forwarding begins

1Ring/5Secs

(] Override User Settings

Inbound Outbound Notifications

\ Screening, Greeting & Hold Music

User Hours After Hours Settings
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12. Configure Messages settings.

a. Take Messages: Allow or deny users to take voicemail messages; specify a default or custom
voicemail greeting.

Voicemail Greeting: Specify a default voicemail greeting.

Message Recipient: Select the recipient of voicemail messages.

This extension: Select users to be included as message recipients when applying a template.
Specific extension: Select an extension to be the recipient of voicemail messages.

©® a0 o

New users
Inbound Outbound Notifications
~ Template Information
~ User Details
+ Phones
~~ Screening, Greeting & Hold Music

~ Call Handling & Forwarding

@ ~ Messages

User Hours After Hours Settings

Take Messages

Enable
Voicemail Greeting Message Recipient
Default (® Do not override user’s settings
> 00:00/00:00 €0  emmm—m O This Extension ®
(O Specific Extension
Edit

[0 Override User Settings
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13. Click the Outbound tab to configure settings for outbound calls such as caller ID and fax settings.

a. Caller ID: Specify caller ID settings by phone or by feature. If you select Toll-Free number or
Blocked as your Default Caller ID for any of your endpoints/calling features, you can also
select an alternate local number to use in case we detect that your call will not go through.

b. FaxSettings: Specify fax settings including fax cover page information and settings for
faxes sent through email.

New users

Inbound Outbaund®Noiifinaﬁons

~. Caller ID

Decide which phone number will display as Caller ID for outgoing calls. @

By Phone

(857) 777-7777 - Main Company Number
Edit

([ Override User Settings

By Feature

RingQut from Web

(857) 777-7777 - Main Company Number
Edit
(] Override User Settings

Call Flip

(857) 777-7777 - Main Company Number
Edit

(] Override User Settings

Mobile App

Not-specified
Edit

(] Override User Settings

Common Phone

(857) 777-7777 - Main Company Number
Edit
(] Override User Settings

Alternate Caller ID

Not-specified
Edit

(] Override User Settings

Internal Calls

RingMe (Outgoing to Caller)

(857) 777-7777 - Main Company Number
Edit
() Override User Settings

Fax Number

(857) 777-7777 - Main Company Number
Edit

[[) Override User Settings

Additional Desktop App

(857) 777-7777 - Main Company Number
Edit
[J Override User Settings

Delegated Caller ID

(857) 777-7777 - Main Company Number
Edit

() Override User Settings

Display my extension number for internal calls. (@)

[ Override User Settings

Inbound Qutbound Notifications

~s Caller ID

~ Fax Settings

Cover Page Info
This information will be printed on your fax cover page

(] Override User Settings

Company Country

e.q. John Doe Select Country v

Street Address Additional address (Optional) (0

e.g. 120 1st St SW e.g. Suite 500 or Building A, Floor 3

City State/Province
e.g. Alabaster Select State/Province v
Zip Code
e.0. 35007
Phone Number (O Cover Page
(857) 777-7777 - Main Company Number None
Edit Select
Fax Number

(857) 777-7777 - Main Company Number

Edit

Faxes Sent via Email

To enable sending faxes via email from additional email addresses, enter them here. To send a fax via
email, send the fax via faxnumber@rcfax.com.

Omit cover page when email subject is blank

Oon @ off
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14. Click the Notifications tab to configure the notifications settings. Select each of the following if you
want to be notified by email.

a. Voicemail Messages
b. Received Faxes
c. Missed Calls
d. Fax Transmission Results
e. Received Text Messages
15. Click Save.
X
New users

Inbound Outbound Notifications @

Voicemail Messages
Notify by Email
(] Include attachment with email

Mark message as read once emailed

Received Faxes

Notify by Email
[ Include attachment with email

Mark message as read once emailed

Missed Calls
[ Notify by Email

Fax Transmission Results
Notify by Email
Received Text Messages

Notify by Email

[ Override User Settings

Delete Template Cancel
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Creating a template for Call Handling settings

1. Click the Users tab from the Admin Portal.

2. Click Templates.

3. Click Call Handling.

4. Click Add Call Handling Template.

5. Enter a New Template Name.

6. Click Next.

7. Specify the caller ID or date conditions that will trigger the application of this template.
8. Click Next.

9

. Specify the action to take when incoming calls match this rule.
10. Click Save.

:
- — = - —
L]
D Tomo:
L
o< 5 (@)
me Pr Sy Mee! Repar el M .
® User Lt > Templates > Call Handiing
.
e . o
= t
el Creates o Lastmodified -~ Actions

Add Call Handiing Template

[ Date andior Time

o Select action 1o take when incoming calls mateh this rule
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Applying a template to users

There are several ways to apply a template to users.

Applying a template via Users List

S e o

Click Apply Templates.
Select a template to apply.
Click Apply Template.

Click Continue to confirm that you are about to make settings changes for all the selected user(s).

Click the Users tab from the Admin Portal.
Select the number of users.

93

This will overwrite any configuration the user might have done previously.
7. Anemail will be sent to you when it's completed. You may choose to notify active users of the

change by email and also add more recipients. Click Apply Template.

& Roles

) User Groups

& Templates >e

Home Usersa’hcne System Meetings Reports v

@ UserList 7 User List » Users with Extensions
| Users with Extensions
Unassigned SearchUsers Q| More
Extensions
i Delete ~ Enable X Disable

Status  Name

(]

(]

©

Aaron Lee

Ada Smith

Allen Test

Biling

< Send Invi

~  Number

(833) 555-5555

(205) 555-5555

(720) 555-5555

More

ite

2 Set Credentials ) Apply Templates © Change Site

Ext.

1113

100

11138

[ aminporar | g8 @
o

€

+ Add User 4 Download User List

Roles Department  Site Msg. Actions
Marketing QA Company 11716 v
Marketing QA Company 9/19 : ~
Marketing QA Company 0/0

Search

Select Name

O 1
Q 2fa
Q asdasd
@] Call Queue Manager
o] Cat Lovers
o) Customer Service
o) da
O HD
o ®  Newusers
O RingCentral Video Users
Q Support
O Technical Support
Q Uneonditional Forwarding

Total: 13

© 2023 RingCe

Select Template

Type

Type

User Settings

User Settings

User Settings

User Settings

User Settings

User Settings

User Settings

User Settings

User Settings

User Settings

User Settings

User Settings

Call Handling

Show:

25

v

1

Apply Template Confirmation X

You are about to make setting changes for the selected user(s). This
overwrites any configurations previously made. Are you sure you want to

continue?
cancel &

Cancel Apply Template
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Applying a template via User Settings under Templates

1. GotoUsers > Templates > User Settings.
2. Click the more icon opposite the Template that needs to be applied to User/s and select Apply.

Home Users Phone System Meetings v Reports v Billing More
£ UserList v Templates » User Settings
Users with Extensions
Templates can be applied to multiple users at once.
Unassigned Extensions
Search -+ Add User Settings Template
& Roles
&) User Groups
(5 Templates - O Name Created Last modified ~  Actions
User Settings O catLovers 05/27/2020 11/30/2021
] Duplicate
Call Handling O call forwarding 11/23/2021 11/23/2021
Apph
Limited Extension i
O  dsa 11/23/2021 11/23/2021
Delete
O test12 11/22/2021 11/22/2021

3. Select the Users who should be assigned to the selected template on the Apply Template pop-up
window.

4. Click Apply.

Click Continue on the prompt to confirm that the template will be applied to the selected Users.

L

6. Anemail will be sent when the template application is complete. You can tick on the box to notify
only active users. You can also enter additional recipients in the box. Click Apply Template when
done.

Applying a template via User Details

Go to Users > User with Extensions.

Select a user to whom you want to apply a template.
Go to User Details > Settings & Permissions.

Click Apply under Template.

O bdpR
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5. Select a Template from the popup window.

User Details

General Settings & Permissions

Regional Settings

GMT-08:00, English (U.S.)

Edit

Roles @

Marketing QA

Edit

Template

Apply

6. Click Apply Template.

Managing the Phone System

User Hours

Custom

Edit
User Groups
None

Edit
Site
Company

Edit

95

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

Company Info
Phone Numbers
Auto-Receptionist

Multi-Level Auto-Receptionist

Groups
Phones & Devices
Emergency Calling

Automatic Location Updates

Home

Users Phone System Meetings

B company Info

Search sites.

¥ Phone Numbers >

Ext. Name/Type

9 AutoReceptionist >

Main Site

5. Groups >

12005  Something New

[F] Phones & Devices >

sl Emergency Calling >

Reports v

Billing

More

Address

234 MAIN ST, STE A, CHARLESTOWN, MA, 02129, United States

Admin Portal v 3 @
d

+ New Site

Site Code Actions
11

12
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Company Info

Your account may be a single-site account or may contain multiple sites when you have enabled RingCentral
Multi-Site Support. With a single-site account, the Company Info page displays the settings for your account,
including Company Address, Caller ID Name, and Directory Assistance. Select the appropriate tab to access

each section.
Managing Sites with Multi-Site Support

When you have enabled RingCentral Multi-Site Support, the user interface displays each of the configured
sites in your account and allows you to create a new site (by selecting New Site or Bulk Site Create) or edit
the information for any of your existing sites (by selecting the site from the list). Site filter controls are also
available from pages that contain site assets.

Admin Portal ~ 8 @
(]
Home Users Phone System Meetings Reports v Billing More
Bl Company info v Company Info » Company Address
Company Address
Company Address information will be used for publishing to Directory Listing if this service is available for your
Caller ID Name
account
Directory Assistance
Company Name city
i
& Phone Numbers > Strickland Pane Gompany
5] - >
3 Qs ] Company Address State/Province
T, Groups > Select
[F) Phones & Devices > Zip Cade
sl Emergency Calling >
Admin Portal ~ 88 @
N (]
Home Users Phone System Meetings Reports v Billing More
B Company Info
-l earch sites. + New Site
¥ Phone Numbers >
Ext Name/Type X
9 Auto-Receptionist > P Company Address Galler ID Name Directory Assistance
T Groups > Main Site
Company Address information will be used for publishing to Directory
[ Phones & Devices > 40000  site 2 Listing if this service is available for your account
sl Emergency Caling > Company Name (O city
John Smith Company Belmont
Company Address State/Province
20 Davis Drive Galifornia
Zip Code
94002
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Company address

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

1. Click the Phone System tab from the Admin Portal.

2. Click Company Info.

3. Click Company Address.

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

97

o Admin Portal v 8§

Home Users Phone System Meetings Reports Billing More

B Company Info v Company Info » Company Address
Company Address
Company Address information will be used for publishing to Directory Listing if this service is available for your
Caller ID Name
account.
Directory Assistance
Company Name O City
0
& Phone Numbers ) Strickland Panes Company Arlen
9 Auto-Receptionist >
<a Alto-Receptionis Company Address State/Province
iTa Groups > 135 Los Gatos Road Texas v
[E) Phones & Devices > Zip Code
% Emergency Calling > 78104

@

© 2023 RingCentral, Inc. All Rights Reserved
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Caller ID Name

98

Set your Company Caller ID to your company’s name so that your customers will know who is calling them.

This name, along with the phone number, is displayed to the called party whenever an outbound call is made

using the local number as the caller ID.

Click the Phone System tab from the Admin Portal.
Click Company Info.
Click Caller ID Name.

> ObdpR

made from your main company phone number. You can enter up to 15 characters.
5. Click Save.

Enter your company name exactly the way you want it to appear on Caller ID displays, for local calls

Note: Outbound Caller ID cannot be set for an individual number or digital line. It is only available for local

numbers and not toll-free numbers.

Home Users Phone SystemoMeelmgs Reports Billing More

[ Company Info v Company Info » Caller ID Name
Company Address
This name along with the phone number will be displayed to the called party whenever an outbound call is made using the local number as the caller ID. Max 15
Caller ID Name characters. Note: Does not apply to toll-free numbers.
Directory Assistance
Enter your company name exactly the way you want it to
\f Phone Numbers > appear on Caller ID displays, for local calls made from your
main company phone number. You can enter up to 15
9 Auto-Receptionist > characters.
RINGCENTRAL
o, Groups >

[E] Phones & Devices >

»% Emergency Calling >

Admin Portal

v§§§@
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Directory Assistance

Directory Assistance is a free and convenient way to publish your business name, address, main number, and
main fax number to increase your company’s visibility in local directory assistance listings. For more
information about Directory Listing, see Directory Listing Frequently Asked Questions. To publish your
information:

Click the Phone System tab from the Admin Portal.
Click Company Info.

Click Directory Assistance.

Enter your listing information.

Click Next.

Check the box next to | agree to the terms of service.
Click Publish.

No s~ R

Note: Allow five business days for your listing to appear. Edit or delete your listing any time by following
these same steps.

© 2023 RingCentral, Inc. All Rights Reserved
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Home  Users  Phone Syslamn Meetings  Reports Billing

‘Status: Unpublished

Features:

Directory isting overview >

More
e B company info ¥ Company Info » Directory Assistance
Gompany Address.
The following i ion will o Directory
Caller D Name
Main Number: (409) 240-1234
Directory Assistance
Company Name © city
& PnoneNumbers >
Strickiand Panes Company Beimont
Q Auto-Recoptonist >
Company Address State/Province
& Groups >
20 Davis Or California
[ Prones & Devicas >
Zip Code. Emall
se Emergency Calling >
94002

Note: If you change the details on this screen, the information will also be updated in the Company Address.

LList your business phone number and address in Directory Assistance:

« Publish your Company Name, Number and Address.
- Enable potential customers to readily find your business

TN

Home  Users  PhoneSystem  Mestings  Reports v Billing

B

Company Inf v Company Info » Directory Assistance
Gompany Address

Caller ID Name

I e ——— Main Number: (409) 240-1234

A& Pnone Numoers > Company Name ©
Stickiand Panes Company
9 AutoReceptionist >

Company Addre
& Groups »
20 Davis D
[F) Phones & Devices >
Zip Code
E Caling >
ol Emergency Caliing a0z

[ Yo p——

Features:

Directory listing overview >

© 2023 RingCentral, Inc. All Rights Reserved

More

The following information will be submitted to Directory Assistance:

ciy

Belmont

State/Province

Calfornia

Email

feulatos html.

Plaase confim that you agree 1o these terms by checking the box

List your business phone number and address in Directory Assistance:

+ Publish your Site Name, Number and Address
+ Enable potential customers to readily find your business.

Admin Portal v § @

The terms of service for Directory Assistance can be found in the RingCentral End User License Agreement and Terms
of Service, available at: hitp:/Awwwringcentral.com

Back
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Phone Numbers

101

The Phone Numbers tab allows you to view your numbers by category of number, and add additional

numbers to your account.

The tabs contain these types of numbers:

All Numbers: Includes all numbers in your account.

customers remember your business phone number.

Home Users Phone System Meetings Repors Billing More

El Company Info

A3 Phone Numbers e

All Mumbers
Mumbers in Use
Mumber Inventony
Transferred and Vanity
O Auto-Receptionist
i Groups
[E] Phones & Devices

4lg Emergency Calling

»

»

Phone Mumbers » All Numbers

This list includes all numbers in your account. Leam More

Company Main: (409) 240-2563 Company Fax: Add
Se
Humber Hame Assigned to Ext. Site
{214) 884-3108 Company
+44 (300) 3688_.. Jos Ha 11102 Company
{408) 200-2364 Buck Strick 111 Company

© 2023 RingCentral, Inc. All Rights Reserved

Numbers in Use: Numbers currently assigned to an extension or a device.
Number Inventory: Numbers that are not assigned to a user extension or device.
Transferred and Vanity: Existing numbers that have been transferred, and vanity numbers to help

Admin Portal ~  §88 @
®

wn
ey

t+ Add Number

Location Type Actions

United States, D...  Inventory
United Kingdom_..  Direct Mumber
United States, B... Desk Phone
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Adding company numbers

Each RingCentral number can function as a voice and fax line for incoming calls. This means that one number
can be used for both calls and faxing to maximize the use of your service.

Click the Phone System tab from the Admin Portal.
Click Phone Numbers.
Click All Numbers.
Click Add Number.
Select a Location and follow these instructions for the Number Type you choose:
e Local Number: Provide the State and Area Code. Select one or more numbers and click Add
Numbers.
e Toll-Free Number: Select a toll-free prefix. Note that there is a $30 one-time setup fee per
number if you select 800 as your toll-free prefix. Select one or more numbers and click Add

LANEIE S

Numbers.
e Vanity Number: Enter a number that helps customers remember your business phone
number. Click Search to check availability. Select a number and click Add Numbers.
Click Next.
Select Auto-Receptionist to assign the number as a company number.
Click Next.
. Review any changes to your number plan. Check the acknowledgment box.
10. Click Next.

0 © N o

Admin Portal ~ | 38 @
.

Home Users Phone System Mesfings Reports v Billng More

Phone Numbers 5 All Numbers

is list inoluces all numbers in your acooun

Company Msin: (40) 240-2563 Company Fax: Add o

8 Au

&

B o=
ok

o
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Adding assigned numbers

Under Numbers in Use, you will see all of the numbers assigned to a user that has been set for your phone
system. From here, you can add a number.

1. Click the Phone System tab from the Admin Portal.
2. Click Phone Numbers.
3. Click Numbers in Use.
4. Click Add Number.
5. Select a Location and follow these instructions for the Number Type you choose:
e Local Number: Provide the State and Area Code. Select one or more numbers and click Add
Numbers.
e Toll-Free Number: Select a toll-free prefix. Note that there is a $30 one-time setup fee per
number if you select 800 as your toll-free prefix. Select one or more numbers and click Add
Numbers.
e Vanity Number: Enter a number that helps customers remember your business phone
number. Click Search to check availability. Select a number and click Add Numbers.
6. Click Next.
7. Select Extension to assign the number, and then select the extension you want to assign it to.
8. Click Next.
9. Review any changes to your number plan. Check the acknowledgment box.
10. Click Next.

© 2023 RingCentral, Inc. All Rights Reserved
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.
Home Users Phone System Meefings Repords Billing More
B Company Info Phone Mumbers » All Numbers b
e %3 Phone Numbers w
This list includes all numbers in your account. Learn More
| All Mumbers.
Company Main: {409) 240-2563 Company Fax: Add
e Numbers in Use
Search Q Y + Acd Mumber H
Mumber Inventory
Transferred and Vanity
e e st N
8 Auto-Receptionist PRV P —
T Groups
Fhones & Devicas -
sl¢ Emergency Caling > - — - A
— N [ - - J— - . Jr—
- Gorear - -
s ey e e
[—- f— v L
E P e e - |
e A0 Hurrbers «
Faw fr———— R
RF——— o 1 e
[ — i . e
Cages st Disecurts v Prorabm: =
Taxmn et
- o
nzzaer um
Tm e e e g s
s T st Foa: e
pre—. o
et g oSk St s
- ar Tongta e
st e = e s eyt e 1 e
o L3 e 4k 4 3560 B A L I
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Forwarding a number

You can maintain your phone number with your current provider and forward calls automatically to your

RingCentral account.

No s~ R

o o

Click the Phone System tab from the Admin Portal.

Click Phone Numbers.

Click All Numbers.

Click the more three-dot icon beside Add Number.

Select Forward Number.

Enter your existing phone number and click Next.

Select where you would want to forward the calls to. The options are Auto-Receptionist and
Extension. If you selected Extension, select an extension.

Click Next.

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

10. Click Done.

© 2023 RingCentral, Inc. All Rights Reserved
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Phone System Mestings  Reports ~ Billing

Enph Phone Numbers % All Numbers

More

106

¢ PhoneNumbers  ~
This list includes all numbers in your account. Leam More
All Numbers
Company Main: (408) 240-2563 Company Fax: Add
Rumbers in Use
Search C v + Add Mumber | |}
Number Inventory
§ + Forward Number
Transfemed and Vanity Delete
4 Download All Numbess
D AutoRecepiionist > O Number Name Assigned to Ext Site Location Type
& Grouss >
Forward My Calls o RingCentral E
[f Phones&Devicss  » e
1 Ever Esising Nurbers 2 AssignioBxt 3 Gonfinason

Emergency Caling >

Existing Phone Number

‘sB0565 1234

To maintain your phone number with your current provider, and forward calls auematically lo your RingCentral account.

Cancel

. o

Inbound Cals

Farward ealls from (850) 367-1234 o

® Au-Racsgtionst

© Exnsion

Imerdr for RingCes
compary: Pleass print this.

sersen for sasy refarence.

Orcering Cai Handling

Jrsr——

280

app—

3 Your ephone company

4 The teeghcne company mustenter o
Saprosar e —

p—

5 When o
ke 22 you em. oy we

Telephane Company Charges

charges

 Erter Exming Numbers 2 Amsgnio S

‘our pnone number will be added to RingCentral account as forvearding number.

 Enter Esisting Numbers.
Your RingCentral phone system is now configured to accept calls from your (850) 367-1234 number

110 answar your ssisig homa or ham cfice iiephons kne. you il need i arder Bussy Call Handling and Wo Amswer Call Handkng? from your local siephere.

1. Contact jour local isephane ComEaNy's CUStimr Servios depatment and recus

o ot s Fined c38 hancing, and not vanizbla or sk
1 35K o4 1 WAAGN PATRGR# o WOuS The Yot €8S Torwarded. TS nurtes

fomwarding rumber exscly

g Mo Answer Call Handiing, you wws: choose hew many
commend tat o set 14 four (4) Fge

4 the Customer Servize Rispresentatve says thess features are nct avalabie, ask 1o spoak to 2 supendsor Thess feafures are avaikbls aimost everywhrs inthe US

our lotal ohome company may charge vou & smal acdvation e nd an segoing morshly fee for hese ol handing servies. Flease chich wth your phane company for esais o

Forward My Calls to RingCaniral ®

3 Corfimation

(860) 3671234
Wimy fre 5 BUSY o | DO NOTANS)

RingCentral
Auto-Receptionist

]

Fonward My Calis to RingCentral

vhssgnmEd 3 Corfemation

Tleghons fesres Busy Gl Handing and No Answer Call Handing be 1siassd on

209) 2407383

the "1 before the 408 purbes. i order for RingCenes] to work. Ask:the Customer Serice.
ety

a3 erearsd i th

s ou wosl

e your calls are forveanded to RingCentral Yos may choese as many o as
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You can forward calls from a third-party number to your RingCentral number. To use your forwarded
number as your outbound caller ID, you'll need to submit certain documents to RingCentral.

1. Gotothe Admin Portal and signin.

Click Phone System > Phone Numbers > All Numbers or Numbers in Use.
3. Click the three-dot More icon at the right, then select Add substitute caller ID/forwarded number
(for countries that support substitute caller ID) or Forward Number (for countries that don’t
support substitute caller ID).

Phone Numbers > All Numbers

This list includes all numbers in your account. Learn more

Company Main: (855) 203-3444

Search Y

O Number Name

(814) 308-1112

0  (336).346-8517

Phone Numbers » All Numbers

Company Fax: Add

Assigned to

Something1 New1

Auto-Receptionist

This list includes all numbers in your account. Learn More

Company Main: (409)_240-

Company Fax: Add

101

Search Y
O Number Name Assigned to Ext. Site
O (214) 88431 Group 1 11006

Company

Location

United States, S..

United States

Location

United States

KA
P2

-+ Add Number

~ Add substitute caller ID/forwarded number

4 Download All Numbers

Desk Phone

Substitute Caller ID/Forwarded

+ Add Number

4 Download All Numbers
Type

Shared Line

4. Inthe Phone Number field, enter the number you want to add as a substitute caller ID and/or
forwarded number, then click Next.

Note: Supported phone numbers include local, mobile, and toll-free numbers. An international
number may not be used as a substitute caller ID or forwarded number.
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e Substitute caller ID: Maintain your phone number with your current provider and use it as
your RingCentral account’s outbound caller ID.
o Note: You cannot use mobile numbers as substitute caller IDs when forwarding
mobile number calls to RingCentral. Please reach out to support to have the mobile
numbers enabled.

e Forwarded number: Maintain your phone number with your current provider, and when it’s
busy or there’s no answer, forward calls to your RingCentral account.

Add substitute caller ID/forwarded number X

1 Enter number 2 Assign to extension 3 Verify ownership 4 Set up forwarding

Enter the number you want to add as a substitute caller ID and/or forwarded number.
Phone Number

6502950002

Caneel m

5. Onthe left, choose whether to forward your calls to Auto-Receptionist or Extension, then click

Next.
Add substitute caller IDfforwarded number X
~ Enter number 2 Assign to extension 3 Verify ownership 4 Set up forwarding
Assign (650) 295-0002 to Substitute caller ID
@® Auto-Receptionist Once set up, this can be used as an outbound caller ID for all extensions
(O Extension Number forwarding
- ingCentral
N (650) 295-0002 N RingCentral
A Inbound Calls If my line is BUSY or | DO NOT ANSWER Auto-Receptionist

e Auto-Receptionist: Can be used as an outbound caller ID for all extensions that will be
enabled when you submit the required documents.

e Extension: Can be used as an outbound caller ID only for the selected extension when you
submit the required documents. If you select Extension, click the Select Extension button,
then select the extension to which you want to forward your calls in the Select Extension
window. Click Select when done. The extension’s call handling and forwarding rules will be
implemented.
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6. Verify the ownership of your substitute caller ID number by contacting RingCentral support to
provide the following documents:
a. The Outbound Caller ID Substitution Agreement for RingCentral MVP. (Download
this agreement as a PDF.) You need your RingCentral user ID to fill out this form.
b. A copy of the most recent bill that demonstrates ownership of your substitute

caller ID number(s).
c. ACSVfileof the list of relevant phone numbers, listed in E.164 format.

Click Next when done.

Add substitute caller ID/forwarded number

+ Enter number v Assign to extension 3 Verify ownership 4 Set up forwarding

(650) 295-0002 was added. If you want to use the number as a substitute caller ID, follow the instructions below.

Contact Support at (888) 898-4591 and provide the following documents to verify ownership:

+ Download and sign the Substitute Presentation Caller ID Agreement. Your RingCentral user ID is 400132640002 (this is needed to finish the form).

+ A copy of the latest bill. Bill must show ownership of the numbers to be used as the caller ID

» ACSYV file containing the list of the relevant phone numbers in E.164 format. Format example: 16502950002 (country code in front of the number)

Print  Print or reference these again by going to numbers page, clicking the More icon, and clicking Setup instructions.

7. Before clicking Done in the Set up forwarding section, note that you’ll need to order Busy Call
Handling and No Answer Call Handling from your local telephone company so that RingCentral can
answer your existing home or home office telephone line.
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Add substitute caller ID/forwarded number X

v Enter number + Assign to extension v Verify ownership 4 Set up forwarding

If you want to forward calls automatically to your RingCentral account, follow the instructions below.

In order for RingCentral to answer your existing home or home office telephone line, you will need to order Busy Call Handling and No Answer Call Handling* from your local
telephone company. Please print this screen for easy reference.

Ordering call handling

1. Contact your local telephone company's customer service department and request that the telephone features Busy Call Handling and No Answer Call Handling* be
installed on your telephone line.

2. Be sure to indicate that you would like Fixed Call Handling, and not variable or basic.
3. Your telephone company will ask you to which number you would like your calls forwarded. This number is (855) 203-3444,

4. The telephone company must enter this forwarding number exactly as listed, including the "1" before the 855 number, in order for RingCentral to work. Ask the
customer service representative to repeat the number back to you to verify that it was entered into their system correctly.

5. When ordering No Answer Call Handling, you must choose how many rings you would like to hear before your calls are forwarded to RingCentral.You may choose as
many as you like. But we recommend you set it to 4 rings

* If the customer service representative says these features are not available, ask to speak to a supervisor. These features are available almost everywhere in the US.
Telephone company charges

Your local phone company may charge you a small activation fee and an ongoing monthly fee for these call handling services. Please check with your phone company for
details on these charges

Print  Print or reference these again by going to numbers page, clicking the More icon, and clicking Setup instructions

Ordering Call Handling

a. Contact your local telephone company’s customer service department and request that Busy Call
Handling and No Answer Call Handling* be installed on your telephone line.

b. Explain that you would like Fixed call handling, not variable or basic.

c.  Your telephone company will ask you which number you want your calls forwarded to. For the
number to work with RingCentral, the telephone company must enter this forwarding number
exactly as listed, including the 1 before the area code. Ask the representative to verify the number.

d. When ordering No Answer Call Handling, you must choose how many rings you want to hear
before your calls are forwarded to RingCentral. You may choose as many or as few as you like. We
recommend setting it to four (4) rings.

*If the customer service representative says these features are unavailable, ask to speak to a supervisor. These
features are available almost everywhere in the US.

Telephone company charges

Your local phone company may charge you an activation fee and/or an ongoing monthly fee for adding these
services. Check with your phone company for details about such charges.
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Naming phone numbers

Admins can assign phone numbers with “nicknames” for reference or organization purposes. This allows
them to efficiently search by their name in the Phone Numbers tab.
1. Click the Phone System tab from the Admin Portal.
Click Phone Numbers.
Click Numbers in Use.
Click the number that you want to assign a name to.
Enter a name on the Name field.
Click Save.

ok wbd

Admin Portal ~ | 88 @
d

Home Users Phone System Meetings Reports ~ Billing More
Bl Company Info Phone Numbers » Numbers in Use o
e \# PhoneNumbers  ~
This fist includes aniy those numbers currently assigned to an extension or a device.
Al Numbers
Company Main: 409} 240-2563 Company Fax: Add
| Normbersin Use
Search 7 Add Number
MNumber Inventory
Transfermed and Vanity # Assign o
L AutoRecestionst [1  Number Name Assigned to Ext Site Location Type Actions
i Grous E [0  +44(300) 2688 Joe Ha 1m02 Company United Kingdom...  Direct Number
[F Phones & Devices >
(408) 200-2384 Buck Strick 1101 Company United States, B..  Desk Phone
olg Emergency Calling >
(408) 200-0420 Joz Ha 1102 Company United States, (.. Desk Phone
(408) 2402117 Ext. with RingC. Company United States, B...  Unassigned Ext..
Admin Portal ~ B @
Home Users Phone System Weetings Reporls v Billing More .
< Back Direct Number: (409) 200-2364
Name

Buck desk phong
\# Phone Number: (408) 200-2384

Location: United States, Beimant. C& .
Site

Company

This phane number is assigned to the desk phone. Please go to phone properties
to change settings and assignment

Number Type

Vioios and Fax ~

Assigned to:

Other phone

Phone Froperties

Cancal

E@
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Viewing unassigned numbers

Under Number Inventory, you will see all the numbers that are not assigned to a user extension or a device.

Click the Phone System tab from the Admin Portal.
Click Phone Numbers.

Click Number Inventory.

Filter the numbers by Locations and Sites.

Click a number to see more information.

unhobdpeE

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

Admin Portal ~[| 8 @
(]

Home Users Phone Sysiem Meetings Reports  ~ Billing More
B Company infa Phone Mumbers » Number Inventory p2e
e ¥ Phone Numbers v
This Mumber Inventory includes all numbers which are not assigned to 3 user extension or device.
All Mumbers
Search Y t+ Reserve Numbers

Numbers in Use

Locations = Sites v
Mumber Inventory

Transferred and Vanity Delote

Auto-Receptionist » ] Mumber

-
&y eroups v e (214) 884-3108 Company United States, Dallas, TX

[ Phones & Devices  »

Name Site Location Actions

(G50) 422-3759 Company United States, Atherton, Palo Alto, CA

#l¢ Emergency Caling >
+44 (1224) 012... Company United Kingdom, Aberdeen, ABD
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You can see unassigned numbers that have a device under All Numbers and Numbers in Use by filtering

them.

Click Phone Numbers.

Click All Number or Numbers in Use.
Click the filter icon beside the search bar.
Click Types.

Select Unassigned Extension.

S e o

Home Users Phone System Meetings Reporis ~ Billing More

Company Info Phone Numbers > All Numbers

3]

¥ Phone Numbers ~
This list includes all numbers in your account. Lesrn More
All Numbers
Company Main: (409) 240-2563 Company Fax: Add
Mumbers in Use

Search v
Mumber Inventory
Transferred and Vanity Locations e Typas

9 AutoRsceptionist > # Assign to ove o Inventory [Eearch
i Groups 2 ] Number Name (] Al
[F] Phones & Devices > ] | Company Number

O (236) 260-1084
| Desk Phons
#l¢ Emergency Calling >

(400) 200-23 )
(409) 200-2364 Direct Mumber

(408) 200-0420 — Forwarded
] Inventory
O +44(20) 45325 .
__ Shared Line
[0  +44(200) 3888... ] Softphone

. ] Unassigned Extension
[ (e50) 850-1234 i

O (214) 2242108
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Click the Phone System tab from the Admin Portal.

Ext.

11101

1102

11101

1102

Site

Company

Company

Company

Company

Company

Company

Company

[ = @
(]

Location

Canada, Aldergr...

United States, B...

United States, k...

United Kingdom:...

United Kingdom:...

None

United States, D...

Y

+ Add Number

Type ~ | Actions
Company Mumber

Desk Phone

Desk Phone

Direct Number

Direct Number

Forwarded

Inventory
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Viewing transferred and vanity numbers

Under Transferred and Vanity, you will see the numbers that you have transferred, as well as vanity
numbers.

1. Click the Phone System tab from the Admin Portal.

2. Click Phone Numbers.

3. Click Transferred and Vanity. Select Transfer Orders, International Number Orders, or Pending
Vanity Numbers. Click a number to see more details.

4. To transfer a number to RingCentral, select Transfer Numbers under Transfer Orders. Select US or
US territory Local Number, US or US territory Toll-Free Number, Canadian Number, or
International Number. Complete the process.

o Admin Portal ~ | B2 @
(]

Home Users Phone System Meefings Reports ~ Billing More
El Company info Phone Mumbers 3 Transferred and Vanity
el\-‘l Phane Numbers -
These are all the numbers that have been transfemed from your previous provider to RingCentral, including international numbers and vanity numbers that can help
All Mumbers custamers remember your business phane numbers. Learn how to transfer your number.

Numbers in Use

< Transfer Orders
Mumber Inventory o
o e Search #* Transfer Mumbers

£ Auto-Receptionist »
Status Crder Number Date Created #~  Date Completed
-
i1y Groups »
[f] Phones & Devices >
plg Emergency Callng  »
Total: 0 Show: | 25

-~ International Number Orders

+ Pending Vanity Numbers
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Viewing number blocks

Many RingCentral customers are based in the EU, UK, and other geographical areas outside of North
America. These countries and other geographical areas have regulations and lengthy processes for
telephone number acquisition.

Companies acquire additional numbers, more than the current need, to account for their growing business.
This results in a need to store the extra numbers not currently in use, especially when they port numbers
from other phone providers over to RingCentral. These numbers can be in contiguous sequences (or number
blocks), or they can be stragglers.

With this feature, customers can store these “held numbers” on their accounts without having to pay a
reserved number fee* and easily assign them to users or lines as that need arises.

*While there isn’t a billing license fee for “held numbers” in number blocks storage (not in use), we plan to introduce a
nominal license fee in 2023. Number blocks that are in use will follow the current pricing structure.”

Viewing number blocks via filter

1. Gotothe Admin Portal and signin.

2. Go toPhone System > Phone Numbers, then select any of these tabs:
o Al Numbers
o NumbersinUse
o Number Inventory

3. Click the filter funnel icon.

4. Select a number block on the Number Block filter.
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Home Usars Fhona System Meatings Regorts ~ Billing Mare

B Company Info @l’mrg Mumbars » All Numbers
2 Phona Mambars 1

This: st includias all numbers in your acoount. Lo

All Numbors
Company Main: DB0E 430 5665 Company Fax: Add
Mumbers in Use
Semch T i1 Bt
Number [Frventory
Transtarred Locations . Types v Sitas
8 Auic-Receptionist > # A
i Groups H | Number Hame Assigne... Ext. Site:
[F Phones & Devices > +48 [211) BE4T0 Campany
+45 [211) BEATOZ Company
O 14 [211) HBT03 Company
240 [211) 54704 Campary
+40 [211) 4TS Campany
+45 [211) BBATOE Gompary

Note:

Location

German

Garman,

Gefman...

German

German

Garman,

Type

nve.

wa

WE

117

Additional Main: (121 338 0502

+ il Mumiber o

b Number Block: Munich Ex - I

MHumber Block =~ Actions

Munich Expoutives - Humbers Block

Munich Exeputwas - Numbears Blogk

Munich Exatuthves - Numbers Block

Munich Executives - Numbers Block

Munich Expoutives - Humbers Block

Munich Exscutivas - Numbars Blook

e The Number Block filter and Number Block column are only available if the account has a number

block.

e The numbers on the Number Inventory tab are not assigned to a user extension or device. Numbers

in a number block don’t have a number license yet. A standard license fee will be charged when they

are assigned.

Viewing number blocks via Transferred tab

1. Gotothe Admin Portal and signin.
2. GotoPhone System > Phone Numbers > Transferred.

3. Select the Number Blocks tab. You'll see a list of the number blocks in your account.
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Homea Users Phone System Meatings Reporis ~ Billirg Maore
B Company inle Phone Numbers » Transisrred
& Phone Numbers
Number Cirdors Numbsar Blocks
Al Numbars
Mumbars in Usa Balow is a list of tha mamber blocks in youwr account
Numbar Irvens

Sear:

Block ID ~ Block Hame Country Total In Use Available Actions
£ Avio-Aecaption st
Londer Uniitéd Kingdi
i Grougs
nl nited Kingdon
[ Phanes & Devices >
o
B7IFTI267 "
299959 Wurech EXgcutives - Numbe Garmany

Viewing block details
1. Gotothe Admin Portal and signin.
2. Go to Phone System > Phone Numbers > Transferred.
3. Select the Number Blocks tab. You'll see a list of the number blocks in your account.
4. ClickonaBlock ID to view all the numbers in this block. You can change the block Name on the
upper-right side of this page.

Setting up auto number blocks

You can hold numbers with auto block creation without having to pay reserved number fees. Numbers will
be easily and readily available for use.

e Auto enabled for new sign-ups

e Disabled by default for existing accounts

e No charge until number is assigned to an extension

e Cannot delete numbers in Admin Portal

Global office customers with US/CAN numbers can place their US numbers in a Block via SCP, with the help
of the Porting Team.
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Create your own auto-receptionist for your phone system. Customize your options for effective call
management. For example, choose your company hours, set your company greeting, define rules for call
handling, and more.

Note: The auto-receptionist defaults to IVR Mode: single level. You can change the [VR mode to multi-level
for amore intricate IVR menu. Once the settings are changed to multi-level IVR mode, options are slightly
different.

When you have enabled RingCentral Multi-Site Support, the user interface displays the auto-receptionist
for each of the sites’ auto-receptionist with individual business hours, custom rules, IVR settings, and

regional settings.
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Admin Portal ~ i @
(]

Home Users Phone System Meetings Reports ~ Billing More

B company Info > Auto-Receptionist » General Settings
@ Phone Numbers >

Creale your own Aulo-Receptionist for your Phone System. Customize your oplions for effective call management. Learn More Single Level =

General Setti
| e ) v~ Gompany Hours

IVR Menus 24 hours
IVR Editor

~ IVR Settings
Prompts Library

Operator Ext.; Hank Hill, Ext. 101
& Groups >

~~ Dial-by-Name Directory

On

[ Phones & Devices >

sle Emergency Calling >
s Call Recording

On-demand: On
Automatic: Off

~~ Block robocalls on toll-free numbers
of

~~ Regional Settings

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

Admin Portal ~ $8 @
Home Users Phone System Meetings Reporls ~ Billing More .

El Company info Auto ptionist » General

¥ Phone Numbers >

Create your own Auto-Receptionist for your Phone System. Customize your options for effective call management. Leam More Multi-level =
£ Auto-Receptionist

‘margency Callir >
." E " Company Fax/SMS Recipient: John Smith, Ext. 11103

- Dial-by-Name Directory
On

- Call Recording

On-demand: On
Automatic: Off

. Block robocalls on toll-free numbers

1 Off

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

© 202z KingLentral, INC. All KIgNTS Keservea

I General Settings Search sites... Q
IVR Menus
*
Ext.  NamefTy e
IVR Editor e - Main Site
Prompts Library Main Site
.~ Company Hours
40000
ih Groups > sito 2 ot
[E] Phones & Devices >
 IVA Settings
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Company business hours

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

1. Click the Phone System tab from the Admin Portal.
2. Click Auto-Receptionist.

3. Click General Settings.

4. Select Company Hours.

5. Setyour Company Hours to:

a. 24 hours to have incoming calls handled the same way all the time.

b. Custom hours lets you specify hours for each day of the week. You can also set separate
call-handling rules and greetings for Business Hours and After Hours. To copy hours from
one day to all weekdays, or to the entire week, select Copy to Weekdays or Copy to All
Days.

6. Click Save.

Note: If you have global companies, select first which level to which the site you're configuring should belong
to by selecting from the Multi-level dropdown menu in the upper right.

o Admin Portal +~ | B8 @
e

Home Users Phone System Meetlings Repors Eilling Mare

Company Infa bt Auto-Recepfionist » General Settings

Company Address

Create your own Auto-Receptionist for your Phone System. Customize your options for effective call management. Leam Mare Multi-level =

Caller ID Name

Directory Assistance
o Company Hours
e t# Fhone Numbers >

0 Auto-Receptionist  ~ Set Your Company's Business Hours
General Seffings Select either 24 Hours if you want incoming calls handled the same way all the time, every day, or Custom Howrs if you want incoming calls handled differently when
wyour business is open and when it's closed. Learn More

VR Menus

o (®) 24 hours / 7 days awesk (O () Custom howrs (0
R Editor e

Promgts Library Cancs Save

h Groups ¥
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Company call handling

Company Call Handling provides call handling options for single-level IVR accounts. This controls what
callers hear when they dial your company number/s during business or after hours. You can configure
separate settings for business hours and after hours.

There is also an option for accounts with a single-level IVR setting to forward all company calls when
needed, such as during holidays, manual closures, or emergencies. Incoming calls can be forwarded to a
company greeting, announcement, voicemail, coworker, call queue, or shared line. You can set the time
period when the incoming calls should be forwarded.

1. From the Admin Portal, navigate to Phone System > Auto-Receptionist > General Settings.
Click IVR Settings. Company Call Handling appears.
3. Select Forward all company calls if you want this option, and specify
a. Where calls should be forwarded.
b. Start and end times for forwarding.
c. Review the company greeting and click Save.
4. Under Business Hours and After Hours, select one of the following:

e Company Greeting: Sends the call to company greeting. Callers may hear options where

they want to be connected to.

User Extension: Sends the call to a User extension.

Call Queue Group: Sends the call to a Call Queue Group.

Shared Line: Sends the call to a Shared Line.

Voicemail: Sends the call to a Message-only Extension.
Announcement: Sends the call to an Announcement-only Extension.

Limited Extension: Sends the call to a Limited Extension.

Learn more about Company call handling.

Company greeting

From the Admin Portal, navigate to Phone System > Auto-Receptionist > General Settings.
Click IVR Settings. Company Call Handling appears.

Under Business Hours and After Hours, select Company Greeting.

Click Edit under Play company greeting. The Company Hours Greeting window will appear.

> wDd R
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Rin
g Admin Portal ~ 38 @
~— ()
Home Users Phone System Meetings ~ Reports Billing More
El Company Info ~ Auto-Receptionist » General Settings
Company Address
Create your own Auto-Receptionist for your Phone System. Customize your options for effective call management. Learn More Single Level~

Caller ID Name

Directory Assistance
“ Company Hours

t# Phone Numbers > Custom
O Auto-Receptionist  ~
~ IVR Settings
General Seftings
IVR Menus Company Call Handling
IVR. Editor Control what callers hear when they dial your company number during business or after hours. Leamn More
Prompts Library Business Hours After Hours
iT; Groups >

Incoming calls will be routed to
[E] Phenes & Devices

(&) Company Greeting ©

- . ) Play company greeting
sl¢ Emergency Caling > O User Extension @
() Call Queue Group @ » 00:00/00:00 ) mm—
) Shared Line @
If caller enters no action: Connect to operator
0 Voicemail @

Edit
) Announcement =

() Limited Extension (@

5. For Set Greeting, select:
e Default: Plays system default greeting.
e Custom: Plays your custom recording. Select one of the following to record your greeting:
o Phone: Choose a phone number from the dropdown menu if you have saved
numbers or select Enter a new number and type the phone number in the Call me at
field. Click the Call Now button and RingCentral will call you to record your
greeting.
o Computer Microphone: Click Allow if RingCentral asks to use your microphone.
The Microphone Test and Record settings will appear. When ready;, click the red
record button to record your greeting through your computer microphone. Stop
the recording and listen to the playback. Click the arrow up to upload your
recording.
o Importing: Browse for a WAV or MP3 file you want to use. Click Open.
6. Under If Caller Enters no Action, select Connect to operator or Disconnect.
7. Click Done.
8. Click Save.
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Company Hours Greeting x
Set Greeting
Default ~
Custom
Engish (US)) ~

“Thank you for calling John Srith Company. If you know your party's extension you may dial it at any time. For the
Operator press 0 or stay on the line. Far the Dial-By-Name directory press 8."

> 00:00700:00 o)) semmmmmn

If Caller Enters no Action

@ Connact to operator © () Discornect (3

Company Call Flow

Piay [ Company Graeting
Galler gisl [ 0| } Route to Extension & EA Phane, Ext. 11085
Cabler dial [ 9| | Route to g% Company Diractory

Caller dial extension ) Route to Extension

Na action ) Connect to Operator % John Smith, Ext. 11082

Canes!
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Eusiness Hours. After Hours

Incoming calls will be routed to

mpany Gresing

Ca
Play company gresfing
() UserExtension @

3 00:00/00:00 of) s—

D) Call Quaue Group
() Shared Line @

O Voicama If caller enters no action: Connest to operator
D) Veicemsil

© Announcement ©

O Limited Extension )

Custom Answering Rules

You can create custom nules for special routing during halidays, specific time of the day fe.g. lunch bresk) or for special callers. Leam

Add Custom Rule

General IVR Settings

Operator Extension (0} ©

John Smith, Ext. 11063

Select Extension

When listening to User or Group Extension greeting. press 0 wil do as per the selected option below.

) Connect to Company Greeting
Q) Do nothing

() Gonnect to Extension

Cancel
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Regional Settings

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

Time Zone

Time Format

Home Country Code
User Language
Greetings Language

Regional Format
To configure regional settings:

Click the Phone System tab from the Admin Portal.
Click Auto-Receptionist.

Click General Settings.

Click Regional Settings.

Under Regional Settings, select options:

ko bdE

Select your Time Zone.

Select Time Format as 12hr or 24hr.

Select your Home Country Code.

Select your User Language as the default language used for all accounts and notifications.
Select the Greetings Language as the default language you want to use for phone greetings.
Select Regional Format as the format used to show date, time, currency, and other

numbers.
6. Click Save.
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0 Admin Portal v 8 @
Home Users Phone System Meetings Reports v Billing More
[ Company Info > Auto-Receptionist » General Settings
¥ Phone Numbers >
Create your own Auto-Receptionist for your Phone System. Gustomize your options for effective call management. Learn More Single Level ~
9 Auto-Receptionist v
General Settings
I 9 v Company Hours
IVR Menus 24 hours
IVR Editor
~ IVR Settings
P ts Libi
HHI LI Operator Ext.: Hank Hill, Ext. 101
5 Groups >
. Dial-by-Name Directory
[F] Phones & Devices >
On
sl Emergency Calling >
\ Call Recording
On-demand: On
Automatic: Off
\ Block robocalls on toll-free numbers
off
o/\ Regional Settings
This is where administrators can set the account’s time zone and time format. Learn More
Time Zone Time Format
(GMT-08:00) Pacific Time (US & Canada) v © 12h(AMPM) O 24h
Home Country Code User Language 6]
United States (1) v English (U.S.)} v
Greetings Language (9 Regional Format ()
English (U.S.) N\ United States v
Gancel
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Dial-by-name directory

The Dial-by-Name section allows you to enable callers to search your phone system by users’ first or last
names using their dialpad keys. To Configure the Dial-By-Name Directory:

Click the Phone System tab from the Admin Portal.
Click Auto-Receptionist.

Click General Settings.

Click Dial-by-Name Directory.

ko bdpE

Under Dial-by-Name Directory, set the slider button to On. Select options for dialing by name:
e By default, all extensions are included in the directory.
e Tolimit included extensions, under Extensions in Directory, click Edit. Then select the
extensions you want to include in the Dial-by-Name Directory.
6. Click Done.

o Admin Portal ~ &8 @
Home Users Phone System Meetings Reports v Billing More e

Company Info > Auto-Receptionist » General Settings

\# Phone Numbers >

Create your own Auto-Receptionist for your Phone System. Customize your options for effective call management. Learn More Single Level
9 Auto-Receptionist v
General Settings
o ~ Company Hours
IVR Menus 24 hours
IVR Editor
~ IVR Settings
Prompts Libra
P v Operator Ext.: Hank Hill, Ext. 101
&5 Groups >

~ Dial-by-Name Directory
Dﬂ Phones & Devices

sk Emergency Calling oL Enable Dial-by-Name Directory ©

Extensions in Directory

By default, all extensions are included in the dial-by-name directory. You can exclude certain extensions that you do not want to be searchable.
Searchable Extensions Directory Extension
! 9

Edit

Search Criteria

Search by

O First name ® Last name

6

Cancel Save
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Select the extension to use for the operator, which receives all calls and messages by default. The operator

extension is 101 by default.

Note: Use caution when changing this setting, as the operator is the default call recipient when no other

extension is dialed.

To reset the Operator Extension:

Click Auto-Receptionist.
Click General Settings.
Click IVR Settings.

Click Done.
Click Save.

© No AW PR

Click the Phone System tab from the Admin Portal.

The assigned Operator Extension will now appear under IVR Settings heading.

Home  Users Phone s,;vcmo Meetings  Reports v Biling More

B Company Info > Auto-Receptionist > General Settings

& Phone Numbers >

Admin Portal v i3 @
g

9 Create your own Auto-Receptionist for your Phane System. Customize your options for effective call management. Learn More Single Level ~
Auto-Receptionist

O

IVR Menus 24 hours
IVR Editor
o IVR Settings
Prompts Library
& Groups > Company Greeting
[ Phones & Devices > How to handle incoming calls during business hours. Learn More

sle Emergency Calling > Company Hours Greeting

Play company gresting

> 00:00/0000 ) e

If caller enters no action: Disconnect

After Hours Greeting

After Hours call handling go into effect when your business is
clos o ) t to 24 hours a day.
To cl p:
Hours,

Under General IVR Settings, click Select Extension. The Operator Extension window appears.
Select the extension for the operator.

Custom g Rules

Yo for

Custom Rule

General IVR Settings
Select
Operator Extension (0) ¢

Hank Hil, Ex. 101 ‘B ©

Zero Dialing

When listening to User o Group § 7.1 4

® Connect to Company

Name

Hank Hill

Operator Extension (0)

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

Department: All v

v Ext Type Department

Do nothing
Connect to Extension
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Zerodialing

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

To set zero dialing:

Click the Phone System tab from the Admin Portal.
Click Auto-Receptionist.
Click General Settings.
Click IVR Settings.
Scroll down and click Zero Dialing.
Select one of three options:
e Connect to Company Greeting.
e Do Nothing: the system ignores any ‘O’ dialed by the caller and continues uninterrupted.
This applies regardless of the number of times the caller dials ‘O’.
e Connect to Extension: choose from Operator or Specific Extension.
7. For multi-site accounts, you may configure different or multiple operators on a per-location basis.
8. Click Save.

oL

Note: When deleting an extension, a warning shows that if the extension is selected for zero dialing
connection, deleting the extension will result in zero dialings by callers to be connected to Company
Greeting.

AdminPoral v 18 @
o

Home Users Phone 5&’sten\oMeetmgs Reports Biling More

B Company Info > Auto-Receptionist » General Settings

& Phone Numbers >
Create your own Auto-Receptionist for your Phone System. Customize your options for effective call management. Learn More Single Level ~
D Auto-Receptionist v

IVR Menus 24 hours
IVR Editor
o A IVR Settings
Prompts Library
i Groups > Company Greeting
) Phones & Devices > How to handle incoming calls during business hours. Learn More
e Emergency Caling > Company Hours Greeting After Hours Greeting
Play company greeting After Hours call handiing go into effect when your business is
closed. The Business Hours is currently set to 24 hours a day.
» 00:00/00:00 ) s To change business hours, go to Auto-Receptionist > Company
Hours.

If caller enters no action: Disconnect

Edit

Custom Answering Rules

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

Custom Rule

General IVR Settings
Operator Extension (0)
Hank Hill, Ext. 101

Select Extension

e Zero Dialing ©

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

O Do nothing

® Connect to Extension
@® Operator

O Specific Extension
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Name or label definitions

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

Click the Phone System tab from the Admin Portal.

Click Phone Numbers.

Click Company.

Click the phone number to which you want to apply a label.

Enter the label text in the Name field. You can designate the kind of number by using Number Type.

Click Save.

oL

Note: This option is available for RingCentral Ultimate users.

Admin Portal ~ B @
]

Home  Users  Phone SystemoMeehngs Reports Biling  More

[ Company Info > Phone Numbers » Company

&% Phone Numbers v

Main Number: (409) 240-2234 Fax: Add
Company

The Main Company Number will connect callers to the Auto-Receptionist. The Company Fax Number is the main fax number where your customers can send
Assigned faxes. Learn More
(e Search Numbers Q| Morev + Add Number | | A Forward Number

Transferred and Vanity

Common Phones

(] Number Name Location v Type Actions
O P
O Auto-Receptionist >
a (650) 555-1234 None Forwarded
Groups >
O (720)555-5555 United States, Boulder, CO Direct
[E Phones & Devices
sl Emergency Calling >
Admin Portal ~ £ @
Home Users Phone System Meetings Reports v Billing More .
< Back Direct Number: (720) 5565-56555
Name
H* Phone Number: (720) 555-5555.
\ Location: United States, Boulder, CO e

Number Type ()

Voice and Fax v

Calls to this number will be connected to:

@ RingCentral Audio Conferencing
O Auto-Receptionist

O Extension

Delete Number Cancel save

© 2023 RingCentral, Inc. All Rights Reserved



RingCentral MVP | | Auto-Receptionist
131

On-demand call recording

On-demand Call Recording makes it easy for RingCentral users to record calls they make or receive. When
you enable On-demand Call Recording, users can activate it by pressing *9 on their phone’s dialpad.

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

Choosing an on-demand call recording announcement
This explains how to select a particular recording announcement once On-demand call recording is enabled.

Click the Phone System tab from the Admin Portal.
Select Auto-Receptionist.
Click General Settings.
Click Call Recording. Slide the button on for On-demand Call Recording.
Click Edit to change:
a. Announcement on Start
e Click Set Greeting and choose Default or Custom.
e Click View In, choose the language for viewing the message text.
b. Announcement on Stop
e Click Set Greeting and choose Default or Custom.
e Click View in, choose the language for viewing the message text.
6. Click Done.
7. Click Save.

Lk owbd PR
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Home Users Phone SyslemoMeetings Reports v Billing More

£l company info > Auto-Receplionist » General Settings

¥ Phone Numbers >

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

© Auto-Receptionist v

General Settings
9 v Company Hours

IVR Menus 24 hours
IVR Editor

~~ IVR Settings

Prompts Libral
J Y Operator Ext.: Hank Hill, Ext. 101

i Groups >

@ eo & bow N ~ Dial-by-Name Directory
ones levices
on

sl Emergency Calling >

Call Recording

On-demand Call Recording

r Enable On-demand Call Recording

Enable your users to record calls at any time by pressing (") (9) on a phone dial pad. Learn More
Announcement on Start Announcement on Stop

> 00:00/00:00 4) e >

Ed |le Edi \te

Admin Portal ~

00:00/00:00 4) ———

B @

Single Level ~

disconnect at this time."

p >
> 00:00/00:00 4)) e hri
Il
Cancel Done

Announcement on Start X Announcement on Stop
Set Greeting Set Greeting
Default v r Default
View In (O View In (O
rd|
English (U.S.) ~ ¥ Engiish (us)
ne
itr:
"This call is being recorded. If you do not wish to be recorded, please "This call has been recorded.”

00:00/00:00 4))  cmm—

Cancel

6

Done

Cancel
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Enabling on-demand call recording announcement

Click the Phone System tab from the Admin Portal.
Click Auto-Receptionist.

Click General Settings.
Click Call Recording.

oA WN R

Click Save.

Move the slider button to the right next to, Enable On-demand Call Recording.

133

Home Users Phone SystemoMeelings Reports Billing More

B company Info 4 Auto-Receptionist » General Settings

Q‘ Phone Numbers >

9 Auto-Receptionist v

General Settings

¢ “ Company Hours
IVR Menus 24 hours
IVR Editor
v IVR Settings
Prompts Libr:
= Y Operator Ext.: Hank Hill, Ext. 101

& Groups >

v Dial-by-Name Directory
Dfl Phones & Devices >

On
sl Emergency Calling >

~. Call Recording

On-demand Call Recording

e @ Enable On-demand Call Recording

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

Announcement on Start Announcement on Stop
4 00:00 /00:00 ) e 4
Edit Edit

Automatic Call Recording

Enable Automatic Call Recording

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

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

Admin Portal

00:00/00:00 4)) e

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

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

Cancel

Single Level =

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

In some states, you are required to obtain consent from all parties to record a phone call. As a result, you may need to inform your employees and third-parties
whom you call through the service that their calls are being recorded. Third parties will receive an automated announcement indicating that the call is being
recorded only when they call you. You are responsible for obtaining any and all legally-required consents when you make a call with call recording enabled.

6

Save
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Interactive Voice Response (IVR)

In the RingCentral system, you can create a multi-level IVR as an additional option for the
Auto-Receptionist. It extends the Auto-Receptionist menu with more powerful and efficient call handling.

Multi-level IVR options

Single-location IVR example

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

Multiple-location IVR example

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

English
{IWVR BMenu)

Appointment Dept.
(Call Queus)

= Hours
ement Only)

(B0D) 555-1212

C - Store Hours
[Extonsion 1001] (Anmourcemenit Onily)

San Francisco store
('R ik i
413-553-1223

(800) 555-1212

Multi-Level IVR, multiple location use case: nationwide furniture retailer
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Switching to multi-level IVR mode

As an option, you can change your Auto-Receptionist from a single-level to a multi-level IVR to serve users
at multiple locations or to provide callers with multilingual menus.

Click the Phone System tab from the Admin Portal.
Click Auto-Receptionist.
Click General Settings.
Click the Single Level button and select Multi-level. The Switch to Multi-level IVR window will
appear with a warning message. By switching to multi-level IVR mode, all of your company call
handling settings will be discarded.
5. Confirm that you wish to proceed.
Click Continue to confirm switching to multi-level IVR.
7. The Switch to Multi-level IVR window appears. Do one of the following:
e Enter atop-level menu in the Select the top level menu to connect to the search field.
e Select the button next to one of the listed Names.
8. Click Save.

bR

o

Because your call handling settings are discarded, you will need to reset them. Your IT department should
validate and test the IVR configuration to ensure the routing and prompts in a root menu work well before
connecting them to the Auto-Receptionist.

o Admin Portal ~ 88 @
Home Users Phone System Meetings Reports v Billing More (]

E Company Info > Auto-Receptionist » General Settings

& Phone Numbers >

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

Single Level
General Settings
g v Company Hours -
Multi-level
IVR Menus 24 hours
IVR Editor
 IVR Settings Switch to Multi-level IVR X
Prompts Library
Operator Ext.: Hank Hill, Ext. 101
5 Groups > .
Warning: By switching to Multi-level IVR mode, all of your existing
~~ Dial-by-Name Directory
[E Phones & Devices > company call handling settings will be discarded. Please confirm that
On you wish to proceed.
»l Emergency Calling >
~~ Call Recording 5
On-demand: On Cancel Continue
Automatic: Off
Switch to Multi-level IVR X

Select the top level menu to connect to:

Search

Select Name v Ext.

® IVR Menu 1001 1001

Total: 1 Show: | 26 <1 Cancel &
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Managing general IVR settings

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

1. Click the Phone System tab from the Admin Portal.
2. Click Auto-Receptionist.
3. Click General Settings.
4. Select IVR Settings.
5. Scroll down to General IVR Settings.
6. Under General IVR Settings, select options:
a. Configure the actions for the general navigation keys. When callers press # (hash/ pound) or
* (star/asterisk), the following actions are available:
e Repeat menu greeting.
e Returntoroot menu.
e Return to previous menu.
b. If the caller enters no action after the prompt is played three times, the following actions
are available:
e Disconnect: The call will be disconnected.
e Connect to extension: The caller is routed to the extension you specify.
7. Click Save.
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Home Users Phone Systano Meetings Reports v Billing More

E Company Info
¥ Phone Numbers
9 Auto-Receptionist
I General Settings
IVR Menus
IVR Editor
Prompts Library
& Groups
[E Phones & Devices

sl« Emergency Calling

Auto-Receptionist » General Settings

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

~s Company Hours

24 hours

o ~. IVR Settings

2

(o I

Top Level IVR Menu
Incoming calls to company number will be connected to the following top menus.

Company Hours Top Menu
IVR Menu 1001, Ext. 1001

No prompt defined for the selected IVR Menu.

Select IVR Menu

Custom Answering Rules

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

Custom Rule

General IVR Settings

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

Press #

Repeat menu greeting N

It caller enters no action after the prompt played 3 times

(® Disconnect the call (O Connect to extension

Zero Dialing ©

Admin Portal ~  §§ @
(]

After Hours Top Menu

Multi-level =

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

Hours.

Press *

Return 1o previous menu

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

@ Connect to Top Level Menu
© Do nothing
© Connect to Extension

Company Fax/SMS Recipient

Selecl the extension below to receive all faxes and Business SMS when connecting incoming calls to company numbers to IVR menu with Multi-level IVR

enabled.

Hank Hill, Ext. 101

Select Extension

Cancel
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IVR Editor

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

Configure IVR menus with the Visual IVR Editor
Import prompt recordings

Record prompts

Import and export XML files

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

Access the IVR Tool by using the following steps:
1. Click the Phone System tab from the Admin Portal.

2. Click Auto-Receptionist.
3. Click IVR Editor.

o Admin Portal v B3
Home Users Phone System Meetings Reports v Billing More

£l Company Info > Auto-Receptionist » IVR Editor

¥ Phone Numbers >

Jo

XML Editor
9 Auto-Receptionist v
You can create your IVR menus in XML for quick deployment or bulk changes. To get started, you can download sample IVR xml files. Learn More
General Settings
Download Sample IVR XML Files
IVR Menus

Single Level IVR Multi-level IVR
ol IVR Editor
Import XML file Export IVR XML File
Prompts Library
T Import Export
i Groups >
Phones & Devices > Visual IVR Editor
sl¢ Emergency Calling > The Visual IVR Editor lets you configure your Multi-Level IVR using an easy-to-use graphic interface.

Launch Visual IVR Editor
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IVR menus

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

Adding an IVR menu group

Click the Phone System tab from the Admin Portal.

Click Auto-Receptionist.

Click IVR Menus.

Click the New IVR Menu button. The Add IVR Menu window will appear.
Enter the Extension Number and Extension Name.

Click Save.

L e o

The new IVR Menu appears listed under IVR Menus.

Note: Available for MVP Premium and Ultimate users only.

o Admin Portal ~ 888 @
Home Users Phone System Meetings Reports v Billing More (]

Kl Company Info > Auto-Receptionist » IVR Menus

¥ Phone Numbers > o

Search Q Language v @ Vvalidate Menus =+ New IVR Menu
9 Auto-Receptionist v

. Before you can switch your company call handling to Multi-Level IVR, you must first add and set up your IVR Menu. Learn More
General Settings -

IVR Menus Name ~  Numbers Ext. Language Actions

IVR Edit
tor IVR Menu 1001 1001 English (U.S.)

Prompts Library

Add IVR Menu X
3 Groups >
Dj Phones & Devices > Extension Number
1002
sl« Emergency Calling > o 00

E: i Name

IVR Menu 1002
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After you have created an IVR Menu, you can now configure the Extension Info, Direct Numbers, Prompt,
and Call Handling.

Configuring extension info

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

unhobdpeE

Click the Phone System tab from the Admin Portal.

Click Auto-Receptionist.

Click IVR Menus.

Select an existing IVR Menu.

Enter the Extension Number, Extension Name, and set the Language.

Click Add if you would like to add a Direct Number.
If you would like to delete this IVR menu, click Delete IVR Menu.

6. Click Save.

o Admin Portal v 5} @
Home Users Phone System’ Meetings Reports v Billing More (]

E Company Info >
¥ Phone Numbers >
9 Auto-Receptionist v
General Settings
IVR Menus

IVR Editor

Auto-Receptionist » IVR Menus

Search Q Language v @ validate Menus + New IVR Menu
Before you can switch your company call handling to Multi-Level IVR, you must first add and set up your IVR Menu. Learn More

Name ~  Numbers Ext. Language Actions

IVR Menu 1001 1001 English (U.S.)

Prompts Library o IVR Menu 1002 1002 English (U.S.)

& Groups s
[ Phones & Devices >

sl¢ Emergency Calling >

Home Users Phone System Meetings Reports v Billing More
< Back IVR Menu 1002 (Ext. 1002)
Extension Info e Extension Number
Prompt 1002
Key Presses Menu Name

IVR Menu 1002

Language ()

English (U.S.) v

Direct Number

Add

Delete IVR Menu
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Adding Key Presses

Before you can switch your company call handling to multi-level IVR, you must first add and set-up your IVR
menu. The Auto-Receptionist greets callers with a recorded message when they call your company. Your

Auto- Receptionist is initially set to play a default greeting with your company name using text-to-speech

technology. You can set a custom greeting by recording through your phone or computer or by uploading a
sound file. You can also connect the Auto-Receptionist calls directly to an extension of your choice.

w N

N o » oA

9

Click the Phone System tab from the Admin Portal.
Click Auto-Receptionist.
Click IVR Menus. To add a new IVR Menu, click New IVR Menu, fill in the fields for Extension
Number and Extension Name, and then click Save.
Click Key Presses.
Click Add Key. The Key Press Assignment window appears.
Set the Key Press.
Select a Connect to action:
a. Transfer to voicemail of
b. Connect to Dial-by-name directory
c. External transfer
Select to whom the setting will apply:
a. Allextensions
b. Users
c. IVRmenu
d. Others
e. Groups
Select Users.

10. Click Save.
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o AdminPoral v 88 @
Home  Users  Phone System Wi Meetings  Reports iling ~ More

E Company Info > Auto-Receptionist > IVR Menus

& Phone Numbers

Search Q| | Language ~ @ Vvalidate Menus | | + New IVR Menu
9 Auto-Receptionist

<

Before you can switch your com call handling to Multi-Level IVR, you must first add and set up your IVR Menu. Learn More
General Settings & ¥ pany 9 " Py

IVR Menus Name v Numbers Ext. Language Actions

IVR Editor IVR Menu 1001 1001 English (U.S)

Prompts Library

& Groups >

[E] Phones & Devices ) Admin Portal v 888
Home Users Phone System Meetings Reports v Billing More

sle Emergency Calling

< Back IVR Menu 1001 (Ext. 1001)
Extension Info Key Presses
Prompt No key is configured.

o Key Presses o Add Key

Generic Key Presses

® Use default settings O Specify

View Defaults
Key Press Assignment x
IVR Menu 1001
Key Press Action
1 e /| | Transfer to voicemail of 0 v
Search Q| | Extensions: All exten... ~ e
Select Name v Ext. Type Department

e ® Hank Hill 101 User

Total: 1 Show | 10 v | < 1 > Cancel
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Adding a direct number

Click the Phone System tab from the Admin Portal.
Click Auto-Receptionist.
Click IVR Menus.
Click an existing IVR Menu.
Click Add under Direct Number.
Select a Location and follow these instructions for the Number Type you choose:
a. Local Number: Provide the State and Area Code. Select one or more numbers.
b. Toll-Free Number: Select Toll-Free Number and select a Toll-Free prefix. Select one or more
numbers.

S e o

c. Vanity Number: Select Vanity. Enter a number that helps customers remember your
business phone number. Click Search to check availability. Select a number.
7. Click Add Numbers.
8. Click Next when finished choosing your number.

0 Admin Portal v 8 @
Home Users Phone System Meetings Reports Billing More o

B Gompany Info > Auto-Receptionist » IVR Menus

¢ Phone Numbers >

Search Q | | Language v @ Validate Menus | | + New IVR Menu
9 Auto-Receptionist v

Before you can switch your company call handiing to Multi-Level IVR, you must first add and set up your IVR Menu. Learn More
General Settings

I IVR Menus Name © Numbers Ext.  Language Actions
IVR Edit
oy IVR Menu 1001 1001 English (U.S)
Prompts Lib
romps ~brary o IVR Menu 1002 1002 English (US)
R Groups >
[E Phones & Devices > P
Admin Portal v 8
Home Users Phone System Meetings Reports v Billing More £

»le Emergency Caling >

< Back IVR Menu 1002 (Ext. 1002)
Extension Info Extension Number
Prompt e
Key Presses Menu Name
IVR Menu 1002
Language O
English (U.S) v

Direct Number

e Add

Add Direct Number X
1 Select Numbers 2 Confirm Order 3 Order Confirmation
G Select Numbers
i Location Number Type
Domestic - US/Ganada v | Local Number v

State Area Code

State v

(8]

Cancel
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Visual IVR Editor

The Visual IVR Editor lets you configure your Multi-level IVR using an easy-to-use graphical interface. Add
menus and assign to extensions with just a few clicks. To launch the visual editor, follow these steps:

Click the Phone System tab from the Admin Portal.

Click Auto-Receptionist.

Click IVR Editor.

Click Launch Visual IVR Editor. The Visual IVR Editor opens in a new browser tab.

> OwbdpR

o Admin Portal ~ §§§ @
Home Users Phone System Meetings Reports v Billing More L

il Company Info ’ Auto-Receptionist » IVR Editor

¥ Phone Numbers >
XML Editor
2 Auto-Receptionist v
‘You can create your IVR menus in XML for quick deployment or bulk changes. To get started, you can download sample IVR xml files. Learn More

General Settings
Download Sample IVR XML Files

IVR Menus
Single Level IVR Multi-level IVR
ol IVR Editor
Import XML file Export IVR XML File
Prompts Library
T Import Export
i3 Groups >
Phones & Devices > Visual IVR Editor
sk Emergency Calling > The Visual IVR Editor lets you configure your Multi-Level IVR using an easy-to-use graphic interface.

o Launch Visual IVR Editor

Creating a new IVR menu or open an existing IVR menu

Follow these steps to create a new IVR menu with the visual editor.

1. Inthe new tab, you will see your Visual IVR Editor. On this page, you will have a New Tree waiting to
be created. You have the option to create a new IVR from this screen, or open an existing IVR and
edititin the Visual IVR Editor.

a. Inthe upper-left corner of the screen you have icons for Open Existing Menu, Save,
Validate, and Clear Workspace.

2. Inthe upper-right corner, you have a search bar, an information dropdown menu with options for
Take a Tour and Learn More, and when you are viewing an IVR menu, you will see zoom in and out
buttons.
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RingCentral

Visual IVR Editor

IVR Menu 1002

S IVRMe.
1002

100% +

3. Click the Phone icon to start a new tree.
4. Your new tree will be automatically assigned a name and extension number.

5. Click the name or extension number to edit the text field and enter your preferred name and
extension. Press enter when you are finished and the title will change automatically.

6. Hover over your new IVR menu to see more options.
7. Click “+” to add sub-items to your tree. Sub-items include:
New Menu: Create a new IVR menu as an option within your tree.

a.

-0 a0 T

Existing Menu: Choose an existing IVR menu from a different IVR tree.
External Transfer: Include an external number in your tree.
Directory: Attach your company’s dial-by-name directory to your tree.

Voicemail: Give the option to leave a voicemail.
Extension: Add a specific extension to your tree.

Visual IVR Editor

VR Menu 1002

IVR Me...
1002

© 2023 RingCentral, Inc. All Rights Reserved

Visual IVR Editor

IVR Menu 1002

2 IVR Me...
1002

.

New Menu

@
Existing Menu
External Transfer
Directory

Voicemail

Extension
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8. Asyou add sub-items to your tree, they will appear in the Visual IVR Editor. Once you have added
your items to your menu, hover over an item to edit it and see more options. For some items you will

| Auto-Receptionist

seea“+” and “...” and other items will only have the trash canicon.
9. Click the IVR name and extension text fields to edit them.
10. Click “+” to add sub-items to your tree.
11. Click “..."” to open the menu for Settings, Duplicate, and Delete.

12. Click Settings to edit your IVR Menu settings just as you would edit them in the IVR Group settings.

13. Click Delete to delete this item.
14. To save the configuration, click Save at the top left corner.

Visual IVR Editor

IVR Menu 1002

2 IVR Me...
1002

£+ Settings

m Delete

© 2023 RingCentral, Inc. All Rights Reserved

Menu Settings

Extension Info Prompt Key Presses

Extension Number
1002

Menu Name

IVR Menu 1002

Language @O

English (U.S.)

Cancel
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Editing an existing IVR menu with the visual IVR editor

Click the Phone System tab from the Admin Portal.

Click Auto-Receptionist.

Click IVR Editor.

Launch the Visual Editor, then click the Open Existing Menu icon.
Click on an existing menu to see a preview of the menu.

Click Open to be able to edit the menu in the Visual IVR Editor.
After editing your menu, click the Validate icon.

to check your IVR menu.

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

0V ®ONOoUAON P

B Company Info ’ AutoRecepsionist » VR Editor

VR Menus

Prompis Libeary

ol Emergency Caling >

RingContral Visual IVR Edéor

IVR Menu 1002

IVR Menu 1002 | 1002

2 NAMe 2 VAN, A VR A VAMe
1005 ~ 1008 1007 ~ 1022

& Extem & VR Me..
18881 1020
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Prompt recordings

Prompt recordings guide callers with instructions on keys to press. Prompts can be pre-uploaded and saved
to the Prompts Library, which you can then set up as prompts using the IVR Tool.

There are two prompt modes: audio and text-to-speech.

e Audio prompts are voice recorded
e Text-to-speech prompts are written by you, then RingCentral’s automated system reads the prompt
to your callers.

Note: An IVR menu can function independently from the Auto-Receptionist, so it does not have to be set up
for an Auto-Receptionist greeting.

Recording an audio prompt

1. Click the Phone System tab from the Admin Portal.

2. Click Auto-Receptionist.

3. Click Prompts Library.

4. Click Record Prompts. The Record Prompt window will appear.

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

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

Follow the remaining on-screen instructions to record your prompt.

N

o Admin Portal ~ 888 @
Home Users Phone System Meetings Reports v Billing More o

El Company Info > Auto-Receptionist » Prompts Library

\” Phone Numbers > a
Search Prompts Q 1 Import Prompts Y Record Prompts

e 9 Auto-Receptionist v

General Settings

Prompt recordings guide callers witl pt Library, which you can use as
prompts using the IVR Tool. Learn Record Prompt X
IVR Menus

Prompt Name
IVR Editor

Prompt Name
e | Prompts Library

T Groups >

Actions

Phone Computer Microphone

[ Phones & Devices > RingGentral will call you to record your prompt over the phone.

sl Emergency Calling > Call me at

Enter a new number

Cancel
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Selecting audio prompt mode

8.

9

You can listen to your new prompt by dialing into the extension.

NouhkhodpE

Click the Phone System tab from the Admin Portal.

Click Auto-Receptionist.
Click IVR Menus.

Select an existing IVR Menu. The Extension Info will appear.

Click Prompt.

Under Prompt mode, select the button next to Audio.

149

Click Select under Select Prompt. The Select Prompt window appears with a list of pre-uploaded
prompts.

Se

lect the button next to the prompt you'd like to set.

. Click Select.
10. Click Save.

Home Users Phone SystemoMeetings Reports v Billing More

[l Company Info > Auto-Receptionist » IVR Menus
¥ Phone Numbers >
Search Q| | Language v

9 Auto-Receptionist v

General Settings

IVR Menus Name i
DLl [=27 IVR Menu 1001
Prompts Library e IVR Menu 1002

T Groups ?

[[J Phones & Devices >

sk Emergency Calling >

@ Validate Menus + New IVR Menu

Before you can switch your company call handling o Multi-Level IVR, you must first add and set up your IVR Menu. Learn More

Ext.  Language Actions

1001 English (U.S.)

1002 English (U.S.)

Admin Portal v @
(]

Admin Portal v~ 8 @
(]

Home Users Phone System Meetings Reports v Billing More
< Back IVR Menu 1002 (Ext. 1002)
Extension Info Prompt Mode
@® Audio (O Text to speech
Prompt
Select Prompt Search Prompts
Key Presses
Select

Select Prompt Name

e ® »  Audio prompt

Total: 1

Select Prompt

Show | 25 v <1 >

A Usedin

Not used

© 2023 RingCentral, Inc. All Rights Reserved
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Selecting text-to-speech prompt mode

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

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

Click the Phone System tab from the Admin Portal.

Click Auto-Receptionist.

Click IVR Menus.

Select an existing IVR Menu. The Extension Info will appear.

Click Prompt.

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

In the box for Text, type your desired greeting and connection instructions for your callers.
Click Save.

©NOUTAWDN

o Admin Portal ~ 358 @
Home Users Phone System Meetings Reports v Billing More °

[l Company Info > Auto-Receptionist » IVR Menus

¥ Phone Numbers >

Search Q| | Language v @ \validate Menus | | + New IVR Menu
9 Auto-Receptionist -

Before you can switch your company call handling to Multi-Level IVR, you must first add and set up your IVR Menu. Learn More
General Settings & i pany g y Py

IVR Menus Name v Numbers Ext.  Language Actions
e IVR Menu 1001 1001 English (U.S.)
Prompts Library o VR Menu 1002 1002 English (U.S.)

5 Groups >

[ Phones & Devices >

sl¢ Emergency Calling >

Admin Portal v~ 888
Home Users Phone System Meetings Reports v Billing More )
< Back IVR Menu 1002 (Ext. 1002)
Extension Info Prompt Mode

O Audio @ Textto speech e
Prompt
Text

Key Presses

Hi! How can | help you?

Please use the words "hash" or "pound"or "star" instead of "#" or
" if needed.
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Importing or exporting XML files

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

RingCentral once you import an XML file.

Downloading a sample XML file

Click the Phone System tab from the Admin Portal.
Click Auto-Receptionist.
Click IVR Editor. The XML Editor displays.
Under Download Sample IVR XML Files,
e Click Single Level IVR.
OR
e Click Multi-level IVR.

DR

The sample XML file is downloaded to your browser.

151

o Admin Portal ~ 58
Home Users Phone System Meetings Reports v Billing More

[l Company Info 4 Auto-Receptionist » IVR Editor
Q‘ Phone Numbers >
XML Editor
e 9 Auto-Receptionist v
You can create your IVR menus in XML for quick deployment or bulk changes. To get started, you can download sample IVR xml files. Learn More

General Settings
Download Sample IVR XML Files

IVR Menus
Single Level IVR Multi-level IVR
el IVR Editor

Import XML file Export IVR XML File
Prompts Library
1 Import Export
0y Groups >
[@ Phones & Devices > Visual IVR Editor
sk Emergency Calling > The Visual IVR Editor lets you configure your Multi-Level IVR using an easy-to-use graphic interface.

Launch Visual IVR Editor
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Exporting an XML file

Click the Phone System tab from the Admin Portal.

Click Auto-Receptionist.

Click IVR Editor. The XML Editor displays.

Under Export IVR XML File, click Export. The sample XML file is exported to your browser.

° Admin Portal v 888 @
Home Users Phone System Meetings Reports v Billing More ®

Db e

Ll Company Info 2 Auto-Receptionist > IVR Editor
¥ Phone Numbers >
XML Editor
9 9 Auto-Receptionist v
You can create your IVR menus in XML for quick deployment or bulk changes. To get started, you can download sample IVR xmi files. Learn More

General Settings
Download Sample IVR XML Files

IVR Menus
Single Level IVR | | Multilevel IVR
el IVR Editor
Import XML file Export IVR XML File
Prompts Library

i Groups >

[ Phones & Devices > Visual IVR Editor

sk Emergency Calling > The Visual IVR Editor lets you configure your Multi-Level IVR using an easy-to-use graphic interface.

Launch Visual IVR Editor

Importing an XML file

Click the Phone System tab from the Admin Portal.

Click Auto-Receptionist.

Click IVR Editor. The XML Editor displays.

Under Import XML file, click Import to browse and locate the XML file. Then click Import.

HPoObdpe

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

8
888

Admin Portal v~

@

Home Users Phone SystemoMsetings Reports v Billing More

£l Company Info v Auto-Receptionist » IVR Editor
¥ Phone Numbers >
XML Editor
e 9 Auto-Receptionist v
“You can create your IVR menus in XML for quick deployment or bulk changes. To get started, you can download sample IVR xml files. Learn More

General Settings
Download Sample IVR XML Files

IVR Menus
Single Level IVR Multi-level IVR
el IVR Editor
Import XML file Export IVR XML File
Prompts Library
o 2 impon p—
i Groups >
[E] Phones & Devices > Visual IVR Editor
© 202 sk Emergency Calling > The Visual IVR Editor lets you configure your Multi-Level IVR using an easy-to-use graphic interface.

Launch Visual IVR Editor




RingCentral MVP | | Auto-Receptionist
153

Recording greetings and messages

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

e Record Over the Phone
e Record Using the Computer Microphone
e Importa WAV or MP3file

Importing a WAV file for your IVR prompt

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

1. Click the Phone System tab from the Admin Portal.
2. Click Auto-Receptionist.

3. Click Prompts Library.

4. Click the Import Prompts button.

5. Navigate to the prompt file location.

6. Select the file and click Open.

o Admin Portal ~ 88§ @
@

Home Users Phone System Meetings Reports v Billing More

B company Info > Auto-Receptionist » Prompts Library

L Phone Numbers >

Search Prompts Q 1 Import Prompts 4 Record Prompts
9 Auto-Receptionist v

Prompt recordings guide callers with instructions on keys to press. Prompts can be pre-uploaded and saved to the Prompt Library, which you can use as

Ceferel Setings prompts using the IVR Tool. Learn More

IVR Menus

IVR Editor

[J Prompt Name ~ Usedin Actions
el Prompts Library

o [ p Audio prompt Not used
Groups >

[ Phones & Devices >

sl Emergency Calling >
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Recording a prompt over the phone

Account admins and users with permissions can create a custom audio prompt. One way to create this

prompt is to record the prompt using your phone.

NouhrkowbdpeE

Click the Phone System tab from the Admin Portal.
Click Auto-Receptionist.
Click Prompts Library.
Click Record Prompts.
The Record Prompt window appears.
Enter a name in the text field next to Prompt Name.
Click Phone.
e Inthe Call me at field, choose a phone number from the drop-down menu if you have saved
numbers or type a phone number in the text field.
e Click the Call Now button, and RingCentral will call you to record your message. Record
your IVR prompt over your phone when prompted.
Click Done.

Home

A

Company Info > Auto-Receptionist » Prompts Library

¥ Phone Numbers > o
Search Prompts Q 1 import Prompts ¥ Record Prompts

e $  Auto-Receptionist v

General Settings

IVR Menus

Groups >
[ Phones & Devices > RingCentral will call you to record your prompt over the phone.

sl Emergency Calling > Call me at

o Admin Portal ~ 888 @
(]
Users Phone System Meetings Reports v Billing More

pre-uploaded and saved to the Prompt Library, which you can use as
Record Prompt X

Prompt Name

IVR Editor o . Record Prompt X
Prompts Library

Phone Computer Microphone Prompt Name

Audio prompt over microphone

> 00:00/00:00 1) = @ (V)

o Enter a new number H Your prompt was uploaded and successfully activated.

8

Done

Call Now
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Recording a prompt using your computer microphone

155

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

Click Auto-Receptionist.
Click Prompts Library.
Click Record Prompts.

© Nk PR

The Record Prompt window will appear.
Enter a name for your prompt,
Click Computer Microphone. Click Allow if RingCentral asks to record through your computer.
The Record Prompt window will appear

Click the Phone System tab from the Admin Portal.

e When ready, click the red Record button to record or re-record your IVR prompt through
your computer microphone.
e Click the Play button to listen to your prompt and then click the Record button to re-record

your IVR prompt.

e Click the Upload button to save your recording to the Prompts Library.

9. Click Done.

B Company Info >

¥ Phone Numbers >

e ©  Auto-Receptionist v

General Settings

Search Prompis

Auto-Receptionist » Prompts Library

Q

Home Users Phone SyslemoMeehngs Reports v Billing More

Prompt recordings guide callers with instructions on keys to press. Prompts can be pre-uploaded and saved to the Prompt Library, which you can use as

IVR Menus

IVR Editor

Prompt Name
Prompts Library

5y Groups >

[E| Phones & Devices >

sk Emergency Calling >

meter turns green.

Record Prompt

G Audio prompt over microphone

Phone Computer Microphone

Microphone Test and Record

e ® NI 4) —

X

Please speak into the microphone and adjust the slider until the volume

Admin Portal ~ 388 @
(]

T Import Prompts ¥ Record Promptso

In Actions

. . X
service.ringcentral.com wants to

&  Use your microphone

© 2023 RingCentral, Inc. All Rights Reserved

Block Allow
Record Prompt X
Prompt Name
Audio prompt over microphone
> 00:00/0000 4) e = ® ()
Your prompt was uploaded and successfully activated.
Done
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Company custom rules

Company custom rules allow you to create different call experiences for incoming callers.

When an incoming call is received that matches any custom rule conditions you have set, for example, Caller
ID, Dialed Number, or Date and Time, you can apply different call handling, such as playing the company
greeting, ringing a user extension, call queue, or shared line, or send the call to voicemail.

After you create a custom rule, be sure to test the rule to verify that it works as intended.

Creating a custom rule

Click the Phone System tab from the Admin Portal.

Navigate to Auto-Receptionist > General Settings. Select a site if you have a multi-site account.
Click IVR Settings.

Under Custom Answering Rules, click Add Custom Rule or Edit Custom Rule.

Click Add Rule.

v wbdpe
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RingCentral admin Pora @

Home Users Phone System Meefings ~ Repords ~ Billing Maore
El Company Info ~ Auto-R ionist » G |
Company Address
Create your own Auto-Receptionist for your Phone System. Customize your options for effective call management. Leam Maore Single Level =

Caller ID Name

Directory Assistance
~ Company Hours
Phone Numbers *

[

24 hours

Jo

Auto-Receptionist ~

o/\ IVR Settings
| General Settings

WA Menus Company Call Handling
IR Editor Control what callers hear when they dial your company number during business or after hours. Learn More
Frompts Library Businass Hours After Hours

T Groups ]

Incoming calls will be routed to
[E] Phones & Devices >

Company Greefing (@
pany g Play company greefing

sl¢ Emergency Calling > () User Extension (D)
() Call Queve Group & » 00:00/00:00 ‘J) —

() Shared Line @
O Voi i o If caller enters no action: Disconnect
) Voicemail (2

() Announcement (& Edit

Custom Answering Rules

“You can create custom rules for special routing during holidays, specific timme of the day {e.g. lunch break) or for special callers. Learn More

o Add Custom Rule

Custom Answering Rule X

Multi-condition advanced call handling rules offer powerful call management capabilities using conditions based on time of day, date range, incoming caller ID and called number. Please carefully test
the call flows based on the rules set to ensure that the calls are being handled as expected.

Leam more sbout advanced call handling e

<+ Add Rule

6. Enter Your Rule Name, then click Next.
7. Define the call conditions, then click Next.

Continue to the following pages according to the rule condition(s) that you want to apply.
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Custom Answering Rule X

1 Mame Rule 2 Define Conditions 3 Define Call Handling
Enter a descriptive name for the rule.
Your Rule Name e
My Rule 1
Ganee m
Custom Anzwering Rule X

« Mame Rule 2 Define Conditions 2 Define Call Handling

[] Caller ID

Mona

[_] Called Number

MNone

|_| Date andlor Time
Mone

Back

Custom answering rule conditions

Custom rule condition - Caller ID

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

Click the checkbox next to CallerID.

Enter the phone number or contact name and click Add.

Click Next.

Define the call handling action to be performed when the conditions are met. Call handling options

Db e

include Company Greeting, User Extension, Call Queue Group, Shared Line, Voicemail, and
Announcement.
5. Click Save.
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RingCentral MVP | Admin Guide | Auto-Receptionist
159

Custom Answering Rule X

+ Mame Rule 2 Define Conditions 3 Define Call Handling

o 8 Caller ID ~

Caller ID rules apply to calls coming from specific phone numbers. You can create a kst of phone numbers to be used for this setfing. (Mumbers selected must be using Caller D)
When | receive calls from callers specified balow.

Type Phone Mumber or Contact Name ()

#Add
(650) 555-5555
|| Called Number W
MNone
|| Date andior Time W

Mona e

Custom Answering Rule X

~ Mame Rule « Define Conditions 3 Define Call Handling

Incoming calls will be routed to

(¥ Company Greefing (@

) User Extension &

) Call Queve Group @ » 00:00 7 00:00 o)) eommm—
i) Shared Line (&

Play company gresting

. . . |f caller enters no action: Disconnect
) Voicemail (T
Edit

) Announcement (2 = e

Custom rule condition - Called Number

Called Number applies the rule to the phone number dialed.

Click the checkbox next to Called Number.

Click Select Number, then select a number.

Click Done, and then click Next.

Define the call handling action to be performed when the conditions are met. Call handling options
include Company Greeting, User Extension, Call Queue Group, Shared Line, Voicemail, and
Announcement.

oD R
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5. Click Save.

Custom Answering Rule

+ Mame Rule 2 Define Conditions 3 Define Call Handling

(] Caller ID
None

” & Called Number

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

When Selected Number(s) is Called:

e Select Number

[ Date andior Time
None

Back

Select Number

O Phone Number ~  Name Extension

m] (205) 454-1827 Auto-Receptionist

m] {813) 2250145 Main Mumber

Total- 2

Custom Answering Rule x

~ Name Rule ~ Define Conditions 3 Define Call Handling

Incoming calls will be routed to

® Company Gresting (@ .
pary @ Play company greeting
) User Extension &

O Call Queve Group » 00:00/00:00 o)) o
() Shared Line (&

- f ealler enters no action: Disconnect

) Voicamail (D

- Edit
) Announcement (2 -

Fask

Custom rule condition - Date and/or Time

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

1. Click the checkbox next to Date and/or Time.
2. Configure one of the following under Select When This Rule Should be Active.

e Weekly Schedule: Select the specific day of the week and a specific time to apply the
custom rule.

e Specific Date Range: Designate the dates when the custom rule begins and ends.
3. Click Next.
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4. Define the call handling action to be performed when the conditions are met. Call handling options
include Company Greeting, User Extension, Call Queue Group, Shared Line, Voicemail, and
Announcement.

5. Click Save.

Custom Answering Rule X
+ Mame Rule 2 Define Conditions 3 Define Call Handiing
L] Caller ID v
Nana
[ Called Number w
Nona
[ Date and/or Time ~

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

Select When This Rule Should be Active:

@ Weekly Schedule ) Specific Date Range

Sunday
[ @ From | 1200FM v | To | 1:00PM ~ | (] 24hours (0 Appiyto~
[ @R From | 1200FM | To | 1:00PM ~ | []24hcurs | () Aopiyto~
@ vednesdsy From | 1200PM v | To | 1:00PM | [ 24hous | () Aspiyto~
@ mursaay From | 1200PM v | To | 1:00PM | (] 24hous | () Appiyto~
[ &= From | 1200PM v | To | 1:00PM ~ | (] 24hours | Ol Appiyto=

Saturday

Custom Answering Rule X
+ Name Rule - Define Coniitions 3 Define Call Handling

Incoming calls will be routed to
) Cx [6]
®) Comeany Grestng Play company gresting
() User Extension (@
) Call Queue Group (3 » 0000/ 00:00 o)) emm—
() Shared Line (O
- R If caller enters no action: Disconnest
) Voicamail (T
O Announcement @ Bt
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Custom answering rule call handling actions

e Company Greeting: Plays your company greeting. You can customize the company greeting as
needed.

User Extension: Routes calls to a user extension.

Call Queue Group: Routes calls to a call queue.

Shared Line: Routes calls to a shared line.

Voicemail: Routes calls to a voicemail box (message-only extension).

Announcement: Routes calls to an announcement-only extension.

Note: Customers with the RingCentral MVP Essentials plan will not see the Shared Line option since they
don't get it with their package.

Custom answering rule list
All created custom answering rules are listed when you follow these steps:

Click the Phone System tab from the Admin Portal.
Click Auto-Receptionist.

Click General Settings.

Click IVR Settings.

Under Custom Answering Rules, click Edit Custom Rule.

ik owbdpeE

To add a custom rule, click Add Rule. Follow the instructions on the previous pages. To validate the list of
created rules click Validate. To edit an existing rule, click Edit.
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RingCentral offers different types of groups for your phone system needs. Let’s take a closer look at these
groups:

e Call Queues are different from extensions. Call queues increase the efficiency of your company by
directing the calls to the right employees. Call queues can support up to 25 calls waiting in a call
queue. Queue overflow can be enabled to extend your call queue.

e Paging Only groups enable real-time one-way broadcasting through multiple desk phones and
overhead paging devices

e Shared Lines allow calls made to one phone number to be answered by multiple phones. Answered
calls can easily be handed off to other phones sharing the same phone number.

Note: Paging only and Shared lines are not available for on-line accounts.

e Park Locations are private locations for your employees to park and pick up calls. Create up to 100
park locations for different groups of users in your phone system.

e Call Monitoring allows you to set permissions that allow specific users to monitor the calls of other
users.

Note: This feature is only available for MVP Premium and Ultimate users only.

e Call Pickup Groups allow group members to answer each other’s calls from their own devices..

e Message-Only Extensions allow you to create a dedicated extension specifically for receiving voice
messages. All calls routed to this extension are automatically directed to the extension's voicemail
box.

e Announcements-Only Extensions allow you to create a dedicated extension specifically for playing
an announcement. All callers that are routed to this extension will only hear a recorded
announcement/greeting.

e Limited Extensions allow you to create an extension installed in a common area (meeting rooms or
in hotel rooms) for anyone who has the need to access basic inbound/outbound calling capabilities.
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Create a call queue when you want a specific group of users (such as Sales, Support, or Billing) to share
incoming calls. Each call queue can have an extension or direct (local or toll-free) number of its own. You can
define specific business hours for each call queue and set up email or text message notifications of any
missed calls or voicemails.

Adding a call queue group

1. Click the Phone System tab from the Admin Portal.

2. Click Groups.

3. Click Call Queues.

4. Click the New Call Queue button. The Add Call Queue window will appear.

5. Enter a Group Name and Extension Number.

6. Click Select Call Queue (optional) if you'd like to copy the settings from an existing call queue.
e Select the button next to the call queue name.
e Click Done.

7. Click Next.

8. Configure the following options:
a. Ifyoud like to have several managers for the call queue, select the button for Select
Managers From User List.
e Enter aPIN, then re-enter it on the fields provided.
e Select managers and specify their permissions.
e Click Next.
b. If youd like to have one manager for the call queue, select Use Manager’s Email.
e Enter the email on the Manager’s Email field.
e Click Next.
9. Select the users you'd like to add to the group from the Call Queue Members list.
10. Click Done.
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B Company Info >
& Phone Numbers >

9 Auto-Receptionist >

I Call Queues
Paging Only
Shared Lines.
Park Locations
Call Monitoring
Others

[¥ Phones & Devices >

sla Emergency Caling >

&5 Groups -

Groups » Call Queues:

Home  Users  Phone Sysmm° Meetings  Reports ~ Biling  More

Admin Portal ~ § @
]

Create a call queue when you want a specific group of users 1o share incoming calls, such as a sales, biling, or customer support department

Search Q

+ New Call Quee | | }

1 Add Call Queue Details

Q-

Copy Settings From (Optional) (&

Select Call Queue

Add Call Queue

2 Select Managers

Extension Number

3 Select Members

Cancel
Add Call Queue
+ Add Call Queue Details 2 Select Mamgﬂrsea Select Members.
@ Select Managers From User List () Use Manager's Email
PIN
-
Reenter PIN
]
Select Managers
Select desired managers and assign each one a permission type “Full Access® or "Members Only”. At least 1 manager must be assigned "Full Acoess®.
Search
Show All | Show Selected (1)
] Name v Ext Permission ()
B HankHil 101 Full Acoess
Total: 1 <A Back
Add Call Queue
~ Add Call Queue Details + Select Managers Smmme
Search Q| Department: All ~
Show All | Show Selected (1)
a Name v  Ext Department
a Hank Hill 101
Total: 1 <@ faex
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After you have created a Call Queue, you can configure the Call Queue Details, Direct Numbers, Greeting,

Call Handling, Pickup settings, and Messages & Notifications.

Click Groups.

> OwbdpR

Click the Phone System tab from the Admin Portal.

Click Call Queues.
Select an existing Call Queue. If you don’t have any existing call queues, go to the previous page to

learn how to create one.

5. Edit your settings:
a. Call Queue Details

Extension Number
Group Name

Record Group Name
Company Name
Contact Phone
Manager Email
Password

Delete Group
Regional Settings
Business Hours
Address
Confirmation Message
Video Service

b. Direct Numbers

Add Direct Number

c. Greeting & Hold Music

Call Queue Greeting
Audio While Connecting
Hold Music

Interrupt Audio

Blocked Calls

d. CallHandling & Members

Business Hours
After Hours

Wait Settings
Display Settings
Overflow

Custom Rules

Call Queue Members
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e. Pickup Settings & Members
e Pickup members
e Alerttimer

f. Messages & Notifications
e Voicemail Greeting
o Message Recipient
e Notification Settings

6. Click Save.

RingCentral Adin Portal 8

)

Home Users Phone Syslemo Meetings ~ Reports v Billing More

na
P

B company Info Groups » Call Queues

¢ Phone Numbers >
Create a call queue when you want a specific group of users to share incoming calls, such as a sales, billing, or customer support department. Learn more

Auto-

=]

Receptionist Search Q Sites ~ + New Call Queue

e i Groups ~
q Call Queues e 1%
[0 Status Name

Call Queue Test (Ext. 11001)

Paging Only
oj ] Call Queue Test

Shared Lines ~ Call Queue Details

O ] Call Queues Test Two
Park Locations

<

Direct Numbers
Call Monitoring

Call Pickup ~ Greeting & Hold Music

Message-Only
Extensions

~ Call Handling & Members

Announcement-Only

Extensi " N
FEETS v~ Pickup Settings & Members
Phones &
1= >
Devices ~ Messages & Notifications
' Emergency
e Calling Business Hours After Hours Settings

Voicemail greeting Message Recipient
Custom (®) This Call Queue (Ext. 11001)
N 00:00/00.00 ) (O Specific Extension

m
=

(6]

Cancel
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Configuring call queue-to-queue overflow

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

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

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

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Call Queues.

Select an existing call queue group. The call queue group must be configured with either a Rotating

> OwbdpR

or Sequential call handling protocol.

Click Call Handling & Members.

Click the arrow down additional options icon and click Overflow.

7. Click the toggle on to enable the Overflow Queue feature. Select a maximum of three groups from

o

the call queue list.
8. Click Save.
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° Admin Portal v 888 @
Home Users Phone System Meetings Reports v Billing More.

B

Company Info > Groups » Call Queues -

& Phone Numbers >
Greate a call queue when you want a specific group of users to share incoming calls, such as a sales, billing, or customer support department. Learn More

Jo

Auto-Receptionist >
Search Q + New Call Queue
i Groups v

Call Queues Stat... Name Call Queue Test (Ext. 1)

Paging Only (] Call Queue Test

Shared Line: \/ Call Queue Details
s
o Call Queues Test Two

Park Locations

Call Monitoring

Others  Greeting & Hold Music

[} Phones &Devices > e ~ Call Handling & Members

Emergency Calling >

;%
®

Business Hours After Hours Wait Settings Display Settings

il
Decide How Calls Get Transferred to Group Members Overflow

Rotating - 4 | Custom Rules ‘

\/ Greeting & Hold Music
~ Call Handling & Members
Business Hours After Hours Wait Settings Display Setings o -

o @) Enable Send Calls to Overflow Queue @

Select call queues (3 maximum)

Search Q
Select  Order Status Name Ext.
0 N/A © Call Queues Test Two 2

8

Cancel | ISEVY
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Adding a direct number

1. Click the Phone System tab from the Admin Portal.

2. Click Groups.

3. Click Call Queues.

4. Select an existing Call Queue.

5. Click Direct Numbers.

6. Click Add Direct Number.

7. Select a Location and follow these instructions for the Number Type you choose.
a. Local Number: Select Local Number. Provide the State and Area Code and select number.
b. Toll-Free: Select Toll-Free Number. Select a Toll-Free prefix and select a number from the

list of available numbers.

c. Vanity: Select Vanity. Choose a number that helps customers remember your business

phone number. Click Search to see if it is available.

8. Click Next when finished choosing your number.

Home Users

Bl Company Info

& Phone Numbers

1o

Auto-Receptionist

i3 Groups
Call Queues
Paging Only
Shared Lines
Park Locations
Call Monitoring
Others

El_Bhonae £ Davica:

o Admin Portal ~ 888 @
Phone System Meetings Reports Billing More {

> Groups » Call Queues s

Create a call queue when you want a specific group of users to share incoming calls, such as a sales, billing, or customer support department. Learn More

Search Q + New Call Queue

Stat... Name Call Queue Test (Ext. 1)

(] Call Queue Test
~/ Call Queue Details

e/\ Direct Numbers

(] Call Queues Test Two

(6

+ Add Direct Number

Select Numbers

Location Number Type

Domestic - US/Canada v Local Number N
State Area Code

State v

Add Direct Number X

1 Select Numbers 2 Confirm Order 3 Order Confirmation

(8]

Cancel
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Setting call queue greeting and hold music

If you would like your callers to hear a recorded greeting before being connected to a call group, turn on the
Call Queue greeting. In this section, you can also set the audio while connecting, hold music, and if you want

to interrupt audio.

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

Hours tabs.

To set call queue greeting and hold music, follow the steps below:

A oA

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Call Queues.

Select an existing Call Queue.

Click Greeting & Hold Music.

Tick the checkbox for each of the following to enable the settings and click Edit:

Call Queue Greeting: Choose your preferred type of greeting:
o Default: Select Default if you want to use a system-default call queue greeting
o Custom: Select Custom and select how you'd like to set your custom recording:
m  Phone: Next to Call me at, choose a phone number from the dropdown
menu if you have saved numbers or type a phone number in the text field.
Click the Call Now button and RingCentral will call you to record your
message
m  Computer Microphone: Click Allow if RingCentral asks to record through
your computer. The Microphone Test and Record settings will appear.
When ready, click the red Record button to record your greeting through
your computer microphone. Stop the recording and listen to the playback
m Importing: Browse for a WAV or MP3 file you want to use. Click Open
Audio While Connecting: Set the audio to the following:
o Ring Tones: Select Ring Tones if you want your callers to hear ring tones while the
call is being connected
o Music: Select Music if you want callers to hear music
o Custom: Select Custom if you want to upload your own audio file. Click Browse and
select your audio.
Hold Music: Set what you want callers to hear when you put a call on hold
o Ring Tones: Select Ring Tones if you want your callers to hear ring tones while the
call is being connected
o Music: Select Music if you want callers to hear music
o Custom: Select Custom if you want to upload your own audio file. Click Browse and
select your audio.
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e Interrupt Audio: Set this if you want callers to hear an audio prompt playing in specific
intervals while waiting for a call queue member to answer the call. Select from the
dropdown list how often the audio will be interrupted by the prompt and set your Interrupt
Prompt:

o Default: Select Default if you want to use a system-default recording and select
your preferred audio from the options provided.
o Custom: Select Custom if you want to utilize a fully customized audio recording
using the available options.
7. Click Done.
8. Click Save.

Incoming call handling

Choose how you'd like each call queue to handle incoming calls. Set the order in which the calls will be
transferred to the members of the call queue.

Click the Phone System tab from the Admin Portal.
Click Groups.
Click Call Queues.
Click the name of the Call Queue you’d like to configure.
Select Call Handling & Members > Business Hours to edit your call handling settings.
Select the order in which calls are transferred to department members:
a. Rotating: Regularly changes the order that you ring available members to evenly distribute
the calls.
b. Simultaneous: Routes an incoming call to all available members at the same time.
c. Sequential: Ring available members one at a time in the order you set.
7. Click Save.

A L o oA
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o Admin Portal ~ 888 @
Home Users Phone System Meetings Reports v Billing More (]

na
Py

[ Company Info > Groups » Call Queues

t# Phone Numbers >
Create a call queue when you want a specific group of users to share incoming calls, such as a sales, billing, or customer support department. Learn More

9 Auto-Receptionist >

Search Q + New Call Queue H
o, Groups M
I Stat Name X

Call Queues Call Queue Test (Ext. 1)

Paging Only o (] Call Queue Test
~s Call Queue Details

Shared Lines

] Call Queues Test Two

Park Locations
~ Direct Numbers

Call Monitoring

Others ~ Greeting & Hold Music

[} Phones & Devices > e . Call Handling & Members

»!« Emergency Calling >

Business Hours After Hours Wait Settings Display Settings [

Decide How Calls Get Transferred to Group Members

e Rotating v -+ Add Call Queue Member

Name Ext. Actions

Hank Hill 101

Cancel
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The Call Queue Pickup feature allows administrators to specify an alternate group of users to answer calls

when the primary agents of a call queue are unavailable. Pickup group members receive call notifications

when callers wait on hold ‘in-queue’ for more than the configured ‘Alert’ time. Answer queued calls by

pressing the pickup feature key on the phone.

Setting up Call Queue Pickup Groups

1. From the Admin Portal, go to Phone System > Groups > Call Queues.

2. Click the desired Call Queue name, then click Pickup Settings & Members.

3. Onthe Pickup members tab, select Add Pickup Member.

Home Users Phone System

E company Info >
¥ Phone Numbers >

Auto-

}o
v

Receptionist

i Groups ~
Call Queues
Paging Only
Shared Lines
Park Locations
Call Monitoring
Call Pickup

Message-Only
Extensions

Announcement-Only
Extensions

Limited Extensions

Dhnnas 2

Status

Meetings

Name

Billing

Customer Service

danica gadaingan

IT Helpdesk

IT Support

Sales

Shipping

test

test 3

Test Queue

test queue

test queue 4

test queue again

Reports v

Billing

More

Billing (Ext. 11022)

v Call Queue Details

' Direct Numbers

~ Greeting & Hold Music

“ Call Handling & Members

-~ Pickup Settings & Members

Pickup Members Settings

Call queue pickup notifies members when calls are queued, so they can be answered by pressing the

pickup key.

Pickup Members

Search

4. Search or browse the names, then add pickup members.
5. Click Done. This will prompt a confirmation box.

6. Click OK.

Setting up an alert timer

1. From the Admin Portal, go to Phone System > Groups > Call Queues.

2. Click the desired Call Queue name, then click Pickup Settings & Members.

3. Click Settings.
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4. Select an alert time duration. This is the amount of time before pickup group members will be
notified there is a call waiting.
5. Click Save.

Removing a Pickup member

1. From the Admin Portal, go to Phone System > Groups > Call Queues.
2. Click the desired Call Queue name, then click Pickup Settings & Members.
3. Click Remove at the far right of the member’s name you want to remove.

Setting up visual/audible call notifications

1. From the Admin Portal, go to Users > User List > Users with Extensions.
Click on the user you want to configure.

Select Phones & Numbers.

Click Presence.

Select Ring my phone when any user | am monitoring rings.

Click Save.

S

Messages and notifications

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

Setting a voicemail greeting

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Call Queues.

Select a Call Queue.

Click Messages & Notifications.

Click Edit under Voicemail Greeting.

A window will appear displaying the current Voicemail Greeting. Choose your preferred type of

No v hswbdpR

greeting
e Default: Select Default if you want to use a system-default voicemail greeting.
e Custom: Select Custom and select how you'd like to set your custom recording.
o Phone: Next to Call me at, choose a phone number from the dropdown list if you
have saved numbers or type a phone number in the text field. Click the Call Now
button, and RingCentral will call you to record your message
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Computer Microphone: Click Allow if RingCentral asks to record through your
computer. The Microphone Test and Record settings will appear. When ready;, click
the red Record button to record your greeting through your computer microphone.
Stop the recording and listen to the playback

Import: Browse for a WAV or MP3 file you want to use. Click Open.

B Company Info
& Phone Numbers
9 Auto-Receptionist
i Groups
Call Queues
Paging Only
Shared Lines
Park Locations
Call Monitoring

Others

)

>

[E] Phones & Devices >

s Emergency Calling >

° Admin Portal v~ 888 @
Home Users Phone System Meetings Reports Billing More ®

Groups » Call Queues P

Create a call queue when you want a specific group of users to share incoming calls, such as a sales, billing, or customer support department. Learn More

Search Q + New Call Queue
X
Stat...  Name Call Queue Test (Ext. 1)
) Call Queue Test

v Call Queue Details

v Direct Numbers o Voicemail Greeting x

~/ Greeting & Hold Music Set Greeting

Call Queues Test Two

Custom v

s Call Handling & Members

e ~ Messages & Notifications

Business Hours After Hours Call me at

Phone Computer Microphone Importing

RingGentral will call you to record your custom greeting over the phone

Enter a new number
Voicemail Greeting

Default

> 00:00/00:00 4) mmmmt 8
Cancel Done
Edit

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

do this, follow the steps below:

Click the Phone System tab from the Admin Portal.
Click Groups.

Click Call Queues.

Select a Call Queue.

Click Messages & Notifications.

Click Select Extension under Message Recipient.

Select the button next to the recipient.
Click Done.
. Click Save.

0V O NOU A~ DN

=
(@]

Billing

B Company Info > Groups » Call Queues

¥ Phone Numbers >
Create a call queue when you want a specific group of users to share incoming calls, such as a sales, billing, or customer support department. Learn More

9 Auto-Recoptionist >

o Admin Portal v 88 @
Home Users Phone System Meetings. Reports v More .

Paging Only [ Call Queue Test

Search + New Call Queue
T Groups v
I Call Queues Stat... Name Call Queue Test (Ext. 1)

/ Call Queue Details
Shared Lines
® Call Queves Test Two

Park Locations ~ Direct Numbers
Gall Monitoring

Others / Greeting & Hold Music

~ Call Handling & Members Search

e \ Messages & Notifications
Select Name
Business Hours  After Hours Settings e, Hank Hi

[E Prones & Devices >

sle Emergency Calling >

This call queue

Voicemail Greeting Message Recipient
Detauit Ext. 101, Hank Hill
> 00:00/00:00 ) e G Select Extension
Total: 2
Edit
Cancel Save
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Setting voicemail-to-text transcription

The voicemail-to-text transcription provides a text version of your voicemail that allows you to get the gist
of the message. The voicemail transcription is delivered to your RingCentral mobile or desktop application
or viaemail.

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Call Queues.

Select an existing Call Queue.

Click Messages & Notifications.

Click Settings.

Click the toggle switch to enable or disable Voicemail-to-Text

No u AR

Admin Portal ~ 888 @
( ]

Home Users Phone SysterrOMeeﬂngs Reports v Billing More

El Company Info > Groups » Call Queues =

\‘* Phone Numbers >
Create a call queue when you want a specific group of users to share incoming calls, such as a sales, billing, or customer support department. Learn More

9 Auto-Receptionist >

Search Q + New Call Queue
i Groups v

Call Queues X

Stat... Name Call Queue Test (Ext. 1)
Paging Only

o ] Call Queue Test

Shared Lines ~ Call Queue Details

(] Call Queues Test Two
Park Locations

~ Direct Numbers

Call Monitoring
Others ~~ Greeting & Hold Music

[E] Phones & Devices >
. Call Handling & Members

e ~ Messages & Notifications
Business Hours After Hours Semngso

sl Emergency Calling >

Notifications Voicemail to Text O

Edit OO On
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Setting notifications

As an administrator, you can set up notifications to be sent to your phone or email when voicemails, faxes,
missed calls, and text messages are received for each call queue. To do this, follow the steps below:

1. Click the Phone System tab from the Admin Portal.
2. Click Groups.
3. Click Call Queues.
4. Select aCall Queue.
5. Click Messages & Notifications.
6. Click Settings.
7. Click Edit under Notifications.
8. A pop-up will appear with notification options. Set your notifications by checking the boxes and
filling in email and phone numbers.
a. Click Basic Settings > Advanced Settings to see more detailed notification settings.
b. Setyour Advanced Settings. Here, you can customize your notifications for voicemail
messages, received faxes, and received text messages. You can choose different email
addresses and phone numbers for your notifications, and select options for email
attachments.
9. Click Save.

© 2023 RingCentral, Inc. All Rights Reserved



RingCentral MVP | Admin Guide | Paging only
180

o Admin Portal ~ 888 @
Home Users Phone System Meetings Reports Billing More .

B company Info > Groups » Call Queues -

¥ Phone Numbers >
Create a call queue when you want a specific group of users to share incoming calls, such as a sales, billing, or customer support department. Learn More
O Auto-Receptionist >

Search Q + New Call Queue
i1 Groups ~

Call Queues x
I Stat... Name Call Queue Test (Ext. 1)

Paging Only

o (] Call Queue Test
Shared Lines s Call Queue Details
(] Call Queues Test Two
Park Locations
* Direct Numbers
Call Monitoring
Others . Greeting & Hold Music

[F] Phones & Devices >
s Call Handling & Members

o ~~ Messages & Notifications
Business Hours After Hours Ssningse

Notifications Voicemail to Text (O

o Edit @ on
< 1 >

sl Emergency Calling >

e Notifications X
By Email By SMS
Voicemail Messages [] 0
Recelved Faxes [ ] 0
Missed Calls [m] O
Received Text Messages = 0
Send Notifications to
Manager Name Emails
Hank Hill stricklandpropane135losgatosrd @gmail.com
Email
Email@example.com
Select Carrier Phone Number
Select Carrier £
My carrier is not listed (O
Cancel
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Paging Only groups enable real-time one-way broadcasting through multiple desk phones and overhead
paging devices. Paging Only groups are great for a variety of locations such as warehouse/shipping centers,
retail stores, schools, and hospitals, among others.

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

Adding a paging only group

Click the Phone System tab from the Admin Portal.
Click Groups.

Select Paging Only.

Select New Paging Only button in the upper right.
Enter the Group Name and Extension Number.
Click Save.

S e o

Note: This feature is available for accounts with two or more users.

o Admin Portal ~ 888 @
Home Users Phone System Meetings Reports Billing More ®

[ Company Info > Groups » Paging Only b

\‘4‘* Phone Numbers >
Paging Only groups enable real-time one-way broadeasting through multiple desk phones and overhead paging devices. Learn more about paging
9 Auto-Receptionist >

Search Q + New Paging Only
e T2 Groups v

Call Queues Stat... Name Add Pagmg G{Oup X Ext. Actions

e | Paging Only

Shared Lines

Group Name

Page Group Test

Park Locations
Extension Number

Call Monitoring

3
Others

[E] Phones & Devices > .
Cancel Save
»!« Emergency Calling >
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Configuring a paging only group

After you set up a paging group, select the devices to receive pages from the list of paging devices and user
phones that have this capability.

Click the Phone System tab from the Admin Portal.
Click Groups.

Select Paging Only.

Select a Paging Only group.

unhobdpeE

In the Paging Only Details tab, edit your extension number, group name, disable the extension, or
delete the group.

Click Save.

Click the Paging tab.

Click Devices to Receive Page: Select the User Phones or Paging Devices to receive pages.

. Click Users Allowed to Page this Group: Select the users who are to be allowed to page.

10. Click Save.

0 © N o

© 2023 RingCentral, Inc. All Rights Reserved



RingCentral MVP | Admin Guide | Paging only

Home. Users

B Company info
& Phone Numbers

© Auto-Receptionist

Y

Groups

Gall Queues
Paging Only
Shared Lines
Park Locations
Gall Monitoring

Others

=

Phones & Devices

b

Emergency Calling

Phone System

>

>

>

Meetings

Groups » Paging Only

Paging Only groups enable real-time one-way broadcasting through multiple desk phones and overhead paging devices. Lear more about paging

Reports -

Billing

More

Admin Portal v 5 @

183

Search Q <+ New Paging Only H
x
Satus  Name Paging - Customer Service (Ext. 1)
©  Paging - Customer Service
9 . Paging Only Details
o Paging Group
Extension Number Group Name
(] Paging Group 1.
1 Paging - Customer Service
Status
Enabled
Disable
Cancel
x
Paging Paging - Customer Service (Ext. 1)
Devices to Receive Pngea Users Allowed to Page this Group - Paging Only Details.
Only-Paging capable phones ara displayad in the list. You can select up 1o 25 davices. ~ Paging
Search Phone Type: Paging De... v | | Stes e
Devices 1o Receive Page  Usars Allowed to Page this Group
Show All | Show Selected (2)
Search Deparment: Al v | | Sites v
@  PhoneType Phone Name -
Show All | Show Selected (1)
() Paging Device Paging Device
[  Paging Device Test Page e Name v Ext Department Site
&  Paging Device Warehouse Paging Device m} Aaron Lee ms Company
O AdaSmith 100 Company
Total: 3 Show: | 10 v | ¢
O AlenTest 138 Company
Cancer O AnneSmith e Company
[  Biling qwerty 27 Company
(m] Bob Smith 1107 Company
O EAPhone 1106 Gompany
O  ExecutveJones 11120 Company
)  ExecuiveSmin 11125 q Company
@ JackMaming 11108 K8 Gompany
Total: 32 Show |10 v <1234 >
Gancel
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The Shared Lines feature allows calls made to one phone number to be answered by up to 16 phones as a
designated group. Multiple groups of shared lines can be set up. Answered calls can easily be handed off to

other phones sharing the same phone number.

Adding a shared line group

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Shared Lines.

Click New Shared Line. The Add Shared Line window will appear.
Select a location: Domestic or International.

Enter the Group Name, Manager’s Email, and Extension Number.

0 O NOULA DN R

Click Next.
Follow the prompts to add phone lines, the order of phone number, and devices.
Click Save.
o Admin Portal ~ 838
Home Users Phone System Meetings Reports > Billing More

[ Company info Groups » Shared Lines

& Phone Numbers >
The Shared Lines feature allows calls made to one phone number to be answered by up to 16 phones within a designated group. Learn More
9 Auto-Receptionist >
+ New Shared Line

Search Q Sites M
9 iy Groups v

[F] Phones & Devices >
Group Name

sk Emergency Calling > Group 1

Manager's Email

stricklandpropane135losgatosrd @gmail.com

Short Extension Number

6

Full Extension Number: 11006

Call Queues Add Shared Line
Paging Only
1 Setup 2 Add Lines 3 Add Phones 4 Add Emergency Address 5 Add Shipping Info 6 Confirm

el Shared Lines

Park Locat i

aricLocations Select a Location o Group Details
SN e@ Domestic (O International Site
Others Company
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Configuring a shared line group

Configure the Shared Lines group’s name, password, business hours, and regional settings. You can also
apply a template to the group. Edit your extension number, name, or delete your menu.

1. Click the Phone System tab from the Admin Portal.
2. Click Groups.
3. Click Shared Lines.
4. Select ashared line from the list.
5. Click Shared Line Details.
6. Edit the details under the following:
a. General
e Extension Number
e Group Name
e Manager Email
e Password
e Status
e Record Group Name
b. Settings
e Regional Settings
e Site
e Confirmation Message
e Business Hours
e Shared Lines Devices
e Automatic Call Recording
7. Click Save.

Adding adirect number

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

Click the Phone System tab from the Admin Portal.
Click Groups.
Click Shared Lines.
Select an existing Shared Lines group.
Click Direct Numbers.
Click Add Direct Number.
Select a Location and follow these instructions for the Number Type you choose:
a. Local Number: Provide the State and Area Code. Select one or more numbers and click Add
Numbers.
b. Toll-Free Number: Select Toll-Free Number and a toll-free prefix. Select one or more
numbers and click Add Numbers.

Nouvhcoobdpe
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c. Vanity Number: Select Vanity. Choose a number that helps customers remember your
business phone number. Click Search to see if it is available. Select a number and click Add
Numbers.
8. Click Next after choosing your number. Follow the prompts to purchase your new number.

Setting a greeting

Set a greeting and keep the default, or record a custom group greeting.

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Shared Lines.

Select an existing Shared Lines group.

Click Greeting and then click Business Hours.

Tick the checkbox below the following to enable the feature:
a. Shared Line Greeting
b. Audio While Connecting
c. Hold Music

7. Choose your preferred type of greeting:

a. Default: To use the provided greeting, click Default.

o 0k N =

b. Custom: Select Custom and select how you'd like to set your custom recording:

e Phone: Next to Call me at, choose a phone number from the dropdown list if you
have saved numbers or type a phone number in the text field. Click the Call Now
button, and RingCentral will call you to record your message.

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

e Importing: Browse for a WAV or MP3 file you want to use. Click Open.

8. Click Save.

Managing blocked calls

Select Blocked Calls tab to block specific calls or all calls for this call group. Then, set up the message blocked
callers will hear.

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Shared Lines.

Select an existing Shared Lines group.

Click Greeting and then click Blocked Calls.

Click Edit under Callers will hear section. The Callers will Hear window will appear.

S e o
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7. Click the dropdown list under View In and select language.
8. Ticktoselect adefault greeting under Callers will hear. Click the play button to listen to the

preview.
9. Click Done.
10. Click Save.

Setting custom music on hold

You can customize Music on Hold for shared lines to tailor the caller's waiting experience. The Music on
Hold options include:
e RingTones
e Music: Acoustic, Beautiful, Classical, Corporate, Country, Holiday, Latin, Modern Jazz, Nature,
Reggae, World
e Upload custom file in WAV or MP3 format

To set up custom Music on hold:

Click the Phone System tab from the Admin Portal.
Click Groups.

Click Shared Lines.

Select an existing Shared Lines group.

Select Greeting and select Business Hours.

Under Hold Music, check Enable.

Click Edit under Hold Music.

Click the dropdown under Set Audio and select Custom.

0 © N A WD R

. Click Browse.

10. Select your audio.
11. Click Done.

12. Click Save.

Managing call handling

Review or change each option for handling incoming calls for both business hours and after hours.

Click the Phone System tab from the Admin Portal.
Click Groups.
Select Shared Lines.
Select an existing Shared Lines group.
Click Call Handling.
Configure the following under Business Hours:
a. When all lines are busy, forward calls to:

S e o
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e Click Edit.
e Select Group Voicemail or an extension.
e Click Done.

b. Select an option on the dropdown menu under Number of seconds to wait before
forwarding unanswered calls.
7. Click After Hours.
a. The Confirmation window will appear if the business hours for the group is set to 24 hours
a day. Click Yes and then change the business hours.
Click Save.
Click the dropdown menu under How to handle calls during after hours.
Click your selection.

® 20T

If you selected unconditional forwarding, enter the number where calls should be
forwarded under Forward Calls.
8. Click Save.

Managing outbound caller ID

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

Click the Phone System tab from the Admin Portal.
Click Groups.

Click Shared Lines.

Select an existing Shared Lines group.

Click Outbound Caller ID.

Click the dropdown under Outgoing Call Displayed as.
Select Group or Individual Lines.

If you selected Group, click Edit below the dropdown box.

0 © N A WD R

Select a phone number you want to display as your caller ID number for the outgoing call. Click

Done.

10. Click Edit below Alternate Caller ID. Select a phone number you want to display as your Caller ID
number for Alternate Caller ID. Click Done.

11. Click Save.
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Messages and notifications
Set up a group voicemail and notification options.
Setting up voicemail greeting

From the Admin Portal, select the Phone System tab.

Click Groups.

Click Shared Lines.

Select an existing Shared Lines group.

Click Messages & Notifications.

Take Messages feature is enabled by default. To disable the group from taking messages during

S e o

business hours, uncheck Enable.
7. Click the Play button to listen to the default voicemail greeting. To customize, click Edit below
Voicemail Greeting.
8. Click the drop-down box under Set Greeting, then select Custom.
9. Click the tab corresponding to how you prefer to customize the greeting:
e Phone: Next to Call me at, choose a phone number from the dropdown list if you have
saved numbers or type a phone number in the text field. Click the Call Now button, and
RingCentral will call you to record your message.
e Computer Microphone: Click Allow if RingCentral asks to record through your computer.
The Microphone Test and Record settings will appear. When ready;, click the red Record
button to record your company greeting.
e Importing: Browse for a WAV or MP3 file you want to use. Click Open.
10. Click Done.
11. Click Save.
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Home Users Phone System Meetings Reports v Billing More

B Company Info Groups » Shared Lines
¥ Phone Numbers >
© Auto-Receplionist >

e & cows .

Call Queues

Search Q Sites ~

& Change Site

Paging Only O Status  Name Group 1 (Ext. 11006)

| Shared Lines O -] Group 1
v Shared Line Details
Park Locations.

Call Monitoring ~ Direct Numbers
Call Pickup
v Greeting
Others
Phones & Devices > v Call Handling

sl Emergency Caling >
* Qutbound Caller ID

o ~ Messages & Notifications

Business Hours After Hours Settings

Take Messages
| Enable

Voicemail Greeting

Default
o » 00:00/00.00 4)) mm—
i i Edit
Voicemail Greeting x
Set Greeting
v
Computer Microphone Importing

e Phons

RingCentral will call you to record your custom greeting over the phone.

Call me at

Enter a new number

Cancel

Admin Portal ~ 8

The Shared Lines feature allows calls made to one phone number to be answered by up to 16 phones within a designated group. Learn More

+ New Shared Line

Message Recipient
@ This Extension (Ext. 11006)

© Specific Extension

Cancel

Setting a message recipient

Set a message recipient for a Shared Line.

Click the Phone System tab from the Admin Portal.
Click Groups.

Click Shared Lines.

Select an existing Shared Lines group.

N
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Click Messages & Notifications.

Ensure that the checkbox for Take Messages is ticked.
Below Message Recipient, click Select Extension.
Select the extension.

Click Done.

10. Click Save.

Setting voicemail-to-text

191

The voicemail-to-text transcription provides a text version of your voicemail that allows you to get the gist

of the message. The voicemail transcription is delivered to your RingCentral mobile or desktop application
or viaemail.

No v~ LODdR

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Shared Lines.

Select an existing Shared Lines group.

Click Messages & Notifications.

Click Settings.

Click the toggle switch to enable or disable Voicemail-to-text.

Setting notifications

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

1. Click the Phone System tab from the Admin Portal.

2. Click Groups.

3. Click Shared Lines.

4. Select an existing Shared Lines group.

5. Click Messages & Notifications.

6. Click Settings.

7. A pop-up will appear with notification options. Set your notifications by checking the boxes and
filling in email and phone numbers.

8. Click Basic Settings > Advanced Settings to see more detailed notification settings.

9. Setyour Advanced Settings. Here, you can customize your notifications for voicemail messages,
received faxes, and received text messages. You can choose different email addresses and phone
numbers for your notifications, and select options for email attachments.

10. Click Save.
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Use Park Location groups to create a private location in which specific users can park and pick up calls. Once
users have been added to the group, the park location can be added to the user’s Presence on a desk phone
or HUD in the RingCentral app. You can have up to 100 park locations in your phone system.

Adding a park location

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Park Locations.

Click New Park Location. The Add Park window will appear.

Enter the Group Name and Extension Number.

Click Yes to add a Phone Key automatically to member phones (optional).
Click Save.

No v AL DdR

Note: Only one call can be parked in each location at a time.

o Admin Portal ~ 888 @
Home Users Phone System Meetings Reports v Billing More (]

Kl Gompany info Groups » Park Locations biY

& Phone Numbers >

A group specifying users who can park calls for each other on a dedicated extension. Learn More
9 Auto-Receptionist >

Search Q + New Park Location
9 5 Groups v

Call Queues Stat... Name v | Ext. Actions
Add Park Location x

Paging Only
Shared Lines Group Name
Ql Park Locations Park Location 1
Call Monitoring e Extension Number
Others 1

[[F] Phones & Devices > now.

sk Emergency Calling > Cancel Save
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Configuring a park location
After you have created a Park Location, you can edit its information and the users in the group.
To edit your Park Location’s Extension Number and Name:

Click the Phone System tab from the Admin Portal.
Click Groups.

Click Park Locations.

Select an existing Park Location.

Click Park Location Details.

Edit the Extension Number and Park Location.
Click Save.

No s~ R

o Admin Portal v §§§ @
Home Users Phone System Meetings Reports v Billing More (]

El Company Info Groups » Park Locations :

& Phone Numbers >
A group specifying users who can park calls for each other on a dedicated extension. Learn More

O Auto-Receptionist >

Search Q + New Park Location
e i3 Groups -

Call Queues

Status Name 0
Park Locati 1(Ext.1
Paging Only ark Location 1 (Ext. 1)

Shared Lines o (] Park Location 1
~ Park Location Details
e | Park Locations

Call Monitering Extension Number Group Name
Others e 1 Park Location 1
Phones & Devices > Status
Enabled
sl Emergency Calling >
Disable

Cancel

v Location Members
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Adding members to a park location
To add or remove users from a Park Location:

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Park Location.

Select an existing Park Location.

Click Location Members.

Select the names of the Users that should be added to the list.

NouvhAcODdR

to the Users of the park location.

©

9. Setup Presence Appearance on the online account.

An Alert window appears as a reminder to set up the User's Presence. Click OK.

Home Users Phone System Meetings Reports ™ Billing More
[l Company Info Groups » Park Locations
¥ Phone Numbers >
A group specifying users who can park calls for each other on a dedicated extension. Learn More
9 Auto-Receptionist >
Search Q
e 3 Groups v
Call Queues
Status - Name Park Location 1 (Ext. 1)
Paging Only

e (] Park Location 1

\ Park Location Details

e . Location Members

Shared Lines
Park Locations
Call Monitoring

Others
phones might need reboot after removing the users from the list.
[E] Phones & Devices >
Search Department: Al + Sites
sk Emergency Calling >

Show All | Show Selected (1)

Name v Ext. Department
G Hank Hill 11101
1
Alert X

To enable this Park Location on your selected users' phones, please go to
Users list, select the user and configure the Park Location extension in
Phones & Numbers > Phones > Presence > Appearance.

Admin Portal v 888 @
(

K2
P

+ New Park Location

Show

Select users who can park phone calls to this extension and receive parked calls. Please note the user

Site

Company

Cancel Save

ah
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Setting up presence appearance

Click the Users tab from the Admin Portal.

Click the name of the user that was added to the park location.
Select Phones & Numbers.

Select Phones.

Select Presence.

Click Select a User.

Select the Park Location extension from the list.

Click Done.

© N A WODd PR

© 2023 RingCentral, Inc. All Rights Reserved



RingCentral MVP |

| Call monitoring

196

Call monitoring groups all authorized users to access calls made by other users in real-time. These functions
provide training, coaching, and QA tools for supervisors or other levels of the management team. They can

also help improve teams’ performance and productivity. The following actions are available for an

authorized user in a call monitoring group: Monitor, Whisper, Barge, and Take Over.

To set up call monitoring, you'll need to create a call monitoring group and configure it. The system prompts

you to select the users who will have permission to monitor, and lastly, select the users who can be

monitored.

After creating a call monitoring group, users who have permission to monitor others’ calls will use the

touch-tones on their phones to access the call monitoring features. These users will select a current call in
progress on their phones then press the touch-tone for the action they'd like to take.

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

supported:

Polycom

e Polycom IP650

e Polycom VVX 310
e Polycom VVX400
e Polycom VVX410
e Polycom VVX411
e Polycom VVX500
e Polycom VVX501
e Polycom VVX600
e Polycom VVX601
e Polycom VVX150
e Polycom VVX250
e Polycom VVX350
e Polycom VVX450
e Polycom CCX 400
e Polycom CCX 500
e Polycom CCX 600
e Polycom CCX 700

Cisco

e Cisco SPA525G
e CiscoCP8851
e Cisco SPA504G
e Cisco SPA509G
e CiscoCP7841
e Cisco 7841

e Cisco 8861
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Adding and configuring a call monitoring group

Click the Phone System tab from the Admin Portal.
Click Groups.

Click Call Monitoring.

Select New Call Monitoring.

Enter a Group Name.

Click Next.

Select the users that can monitor this group.

Click Next.

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

VPN VA WN R

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

Home  Users  PhoneSystem  Meetings  Reporls v Biling  More g
[ company Info Groups » Call Monitoring 3%
& Pnone Numbers >

A defines a set of llowing users to monitor the calls of other users. Learn More
9 Auto-Receptionist >
Search Q + New Call Monitoring | | §
9 i Groups -
Call Queues Call Monitoring Group x
Paging Only
1 Define Group Name 2 Select users thal can monitor 3 Select users that can be monitored
Shared Lines
Park Locations Group Name
el Call Monitoring e Call Monitoring Group 1
Others.
[F) Phones & Devices >
Cancel
ol Emergency Calling >
Call Monitoring Group x —
-~ Define Group Name 2 Select users that can monfor 3 Select users that can be monitored
Select users that can monitor this group.
Search Sites v
Show All | Show Selected (1)
@ Name v Ext Type Site
Q- ~ P —
O Joe Hal 110z User Company
Total: 2 Show | 10 <@
Back
Call Monitoring Group =

« Define Group Name

Select users that can be monitored.

Search

Show All | Show Selected (1)

B Name v Ext
Hank Hill mo1
Joe Hall 11102
Total: 2

« Select users that can monitor

Sites ~

3 Select users that can be monitored

Company

Company
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Administrators can set and manage call pickup permissions for multiple users together. Pickup group Users
can answer each other’s calls from their own device by dialing *58 followed by the ringing extension’s
number. Administrators can set and manage call pickup permissions for multiple users at once.

Adding a call pickup group

To add a new call pickup group:

1. Click the Phone System tab from the Admin Portal.
2. Click Groups.
3. Click Call Pickup.
4. Click + New Directed Call Pickup. The Add Directed Call Pickup window will appear.
5. Inthe Add Details tab, enter the group name and choose a site from the drop down menu.
6. Click Next.
Add Directed Call Pickup x
1 Add Details 2 Select Members
Directed Call Pickup group allows you to pick up a call ringing on specific line
Group Name
Emerald
o Site
Company v
Cancel

Choose group members in the Select Members tab, where you can filter by using the Search field and by
dropdown lists for Department and Site.

7. Fromthe Name list, check the box to the left of any entry to include them in the group.
8. Click Save.
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v Add Details 2 Select Members

Directed call pickup doesn't require a physical phone key. Calls can be picked up by dialing *58 followed by the ringing extension number.

Search Q Department: All ~ Sites v
Show All | Show Selected (3)
[} Name ~  Ext Department Site
O Dave Brown 11101 Coporate Company
o [] David Black 12103 Something New
] Genevieve Rhyder 1104 Company
] Harmony Jeffries 11106 Economics Company
Total: § Show

10

Back
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Create an extension dedicated to receiving messages. All calls routed to this extension are automatically

| Message-only extensions

directed to the extension’s voicemail box.

Adding a message-only extension

S o o

Home Users

B Company Info

¥ Phone Numbers ]

b

Auto-Recaptionist »

Call Queues
Paging Cnly
Shared Lines
Park Locations
Call Monitoring
Call Pickup

Message-Only
Extensions

Announcemeant-Only
Extensions

[ Phones & Davices 3

#l¢ Emergency Caling >

Phone System

Meetings

Click the Phone System tab from the Admin Portal.
Click Groups.

Click Message-Only Extensions.

Click New Message-Only Extension. The Add Message-Only Extension window appears.
Enter the Extension Name, Short Extension Number, and Email.

Click Save.

Reports Billing More

Groups ¥ Message-Only Extensions

Message-Only Extension allows you to route all calls received to its voicemail boe. Learn Mors

Search

Sites

Name ~  Site N

Message-only Ext Company

umbers

Ext

1011

Msg.

(5

Site

Select Site

Extension Name

Short Extension Number

Full Extension Mumber: —

Email

Add Message-Only Extension

Cancsl
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Configuring a message-only extension

After you've created a Message-Only Extension, configure the Extension Details, Direct Numbers, and
Messages & Notifications.

Managing extension details

Edit your extension number, name, or delete your extension.

1. Click the Phone System tab from the Admin Portal.
2. Click Groups.
3. Click Message-Only Extensions.
4. Select an existing message-only extension.
5. Click Message-Only Extension Details to edit the following:
e Short Extension Number
e Record Extension Name
e Extension Name
e Record Extension Name
e Company Name
e Contact Phone
e Email
e Status
e Delete Group
6. Click Save.

7. Click Settings to edit the following:
e Regional Settings
e Site
e Confirmation Message
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Home Users

& Company Info

43 Phone Numbers

B Auto-Receptionist

. Groups
Call Queues
Paging Only
Shared Lines
Park Locations
Call Monitoring
Call Pickup

Message-Only
Exiensions

Announcement-Only

Extensions

[F] Frones & Devicss

sl Emergency Caliing

Phone System Meetings Reports

Billing Mare:

Groups » Message-Only Extensions

Message-Only Extension allows you to route all calls received to its voicemai box. Leamn Mare

i

i

o
<

Search

O Status  Name Message-only Ext (Ext. 11011}

O Message-only Ext

. Message-Only Extension Details

General Seftings.

Short Extension Number

"

Full Extension Number: 11011
Extension Name

Message-only Ext

Company Name

Email

stricklandpropane 135ksgatosrd@gmail

Delete Group

Message-only Ext (Ext. 11011)

. Message-Only Extension Details

Ganersl Settings

Regional Settings

BMT-08:00, English {U.S)
Edit

Confirmation Message (1)

3 seconds

Edit
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Record Extension Name (D)

Message-only Ext {Default)

Edit

Contact Phone @

status @

Mot Activated

Send Invite

Site
Company

Edit
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Recording an extension name

You can use this option to ensure the extension name is pronounced correctly by the system operator. You
can spell out the name the way it sounds to help the operator, or you can record the name in your own voice
and use it for announcements instead.

Click the Phone System tab from the Admin Portal.
Click Groups.
Click Message-Only Extensions.
Select an existing message-only extension.
Click Message-Only Extension Details.
Click Edit under Record Extension Name.
Select an option under Record by.
a. RingCentral text-to-speech
b. Record extension name:

e Phone: Choose a phone number from the dropdown list if you have saved numbers
or select Enter a new number and type a phone number in the field for Call me at.
Click the Call Now button, and RingCentral will call you to record your extension
name. Click Save.

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

e Importing: Click Browse and select the WAV or MP3 file you want to use. Click
Open. Click Save.

8. Edit the Greeting Name (optional).
9. Click Save.

Nouvhcoobdpe
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Home Users Phone System Meetings Reporls ~ Billing Maore

B Company Info Groups *» Message-Only Extensions by

¥ Phone Numbers >
Message-Only Extension allows you to route all calls received to its voicemad box. Leam Mare
8 Auto-Receptionist -3

Saarch Sites e + Mew Message-Only Extension H
T Groups v
Call Queues
; [ status Name “
Paging Only Message-only Ext (Ext. 11011)
Shared Lines O Message-only Ext
Message-Only Extension Details
Park Locations
Call Monitoring General Settings
Call Pickup
Short Extension Number Record Extension Name (1)
Message-Cnly Mess. ly Ext {Default)
Extensions bl ssssgsenly B ibeEal
Full Esctension Number: 11011 Edit
Announcement-Only
Extensi
neiens Extension Name
[E] Phones & Devices > Message-only Ext
sl¢ Emergency Caliing > Company Name Contact Phone (3
Email status @
1 i
stricklandpropane 135losgatosrd@gmail Mot Activated
Send Invite
Record Extension Name X Record Extension Name % [panesl
Record by Record by
RingCentral text-to-speech s RingCentral text-to-speech ~
+ RingCentral text-to-speech
| & = Greeting Name
Record extension name
Message-only Ext
Cancel Cancel
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Adding a direct number

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Message-Only Extensions.

Select an existing message-only extension.

Click Direct Numbers.

Click Add Direct Number. The Add Direct Number window will appear.

Select a Location and follow these instructions for the Number Type you choose:

No us~LDdhpe
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e local Number: Provide the State and Area Code. Select one or more numbers and click Add

Numbers.

e Toll-Free Number: Select a toll-free prefix. Note that there is a $30 one-time set up fee per
number if you select 800 as your toll-free prefix. Select one or more numbers and click Add

Numbers.

e Vanity Number: Enter a number that helps customers remember your business phone
number. Click Search to check availability. Select a number and click Add Numbers.

8. Click Next.
9. Review the charges (if any) and click the acknowledge box.
10. Click Next.

Company Info
A Phons Numbers

Auto-Receptioni

E

Call Queues

Paging Gniy

Shared Lines

Park Locations

>

st

Announcement-Only

Extansions

Groups » Message-Only Extensions

Message-Only Extension allows you to route al calls received to its voicemail bax. Lear Moce

Search Sites + Maw Message-Only Extension

Message-only Ext (Ext. 11011)

*+ Message-Only Extension Details

e Direct Numbers e

{ Add Direct Number

Number v Type Name Actions

A0 Direct Numoer

Add Diact Numbar
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Designating a message recipient
Choose an extension to receive and save messages.

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Message-Only Extensions.

Select an existing message-only extension.

Click Messages & Notifications.

Click Select Extension under Message Recipient. The Select Message Recipient window will
appeatr.

Select the user.

Click Done.

9. Click Save.
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Admin Portal ~|| 588 @
( ]

Home Users Phone Sysiem Meefings Reports ~ Billing More
B company info Groups % Message-Only Extensions. “
\$ PhoneMumbers >

Message-Oniy Extension allows you to route all ealls received to its voicemail bax. Lear More

8 Auto-Receptionist >

Search Sites - + New Message-Only Exiension
Call Queues Change Stie

Paging Only | Status  Name Message-only Ext (Ext. 11011)

Sharedllmes a Messzge-only Ext

“ Message-Only Extension Details
Park Locations
Call Monitoring ~ Direct Numbers

Call Pickup

~ Messages & Notifications
Message Only
Extensions
Geners Settings
Announcement-Only
Extansions
Voicemail Greeting Message Recipient
[F] Prones & Devices >
Custom () This Extension (Ext. 11011)
ole Emergency Caling > N w000 /0000 4) (8) Specific Extension

Ext. 11102, Joe Hall

Edit e Select Extension @

Cancel | [ESPS
Select Message Recipient x
Search . Extensions: All extens... > | | Stes -
Select Name v Site Ext. Type Department
Q Buck Strick Company 1101 User
D ® Dulcinea Dunn Company 11103 User
] Group 1 Company 11008 Shared Line
o] Joe Ha Company 11102 User
0 Matt Smith Company 11104 User e
Total: 5 Show | 10 1 Cancel Done
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Setting a voicemail greeting

Set the voicemail greeting you would like to use for your Message-Only Extension.

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Message-Only Extensions.

Select an existing message-only extension.

Click Messages & Notifications.

Click Edit below Voicemail Greeting. The Voicemail Greeting window will appear.

No oA~ LDhR

Choose your preferred type of greeting under Set Greeting:

a. Default: Select Default to set the system-default voicemail greeting. Select the language to
display the default greeting text under View In. Your selection here affects only your
current view of the greeting text, it will not change the greetings language setting.

b. Custom: Select Custom and select how you'd like to set your custom recording:

e Phone: Choose a phone number from the dropdown list if you have saved numbers
or select Enter a new number and type a phone number in the field for Call me at.
Click the Call Now button, and RingCentral will call you to record your extension
name.

e Computer Microphone: Click Allow if RingCentral asks to record through your
computer. The Microphone Test and Record settings will appear. When ready, click
the red Record button to record your voicemail greeting. Click the up arrow to
upload your recorded message.

e Importing: Click Browse and select the WAV or MP3 file you want to use. Click
Open.

8. Click Done.
9. Click Save.
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Setting voicemail-to-text

The voicemail-to-text transcription provides a text version of your voicemail that allows you to get the gist
of the message. The voicemail transcription is delivered to your RingCentral mobile or desktop application
or viaemail.

1. Click the Phone System tab from the Admin Portal.
2. Click Groups.
3. Click Message-Only Extensions.
4. Select an existing message-only extension.
5. Click Messages & Notifications.
6. Click Settings.
7. Click the toggle switch on to enable or disable Voicemail to Text.
Admin Portal &+  §
Home Users Phone Sysiem Meetings Reports Billing More @
B Company info Groups % Message-Only Extensions B

¥ Phone Numbers 3
Message-Only Extension allows you to route all calls received to its woicemail bax. Learmn Mors
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Setting notifications

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

No v~ LODdR

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Message-Only Extensions.

Select an existing message-only extension.

Click Messages & Notifications.

Click Settings.

Click Edit under Notifications. The Notifications window will appear. Set your notifications by
checking the boxes and filling in email and phone numbers.

Click Basic Settings > Advanced Settings to see more detailed notification settings. Set your
Advanced Settings. Here, you can customize your notifications for voicemail messages, received
faxes, and received text messages. You can choose different email addresses and phone numbers for
your notifications, and select options for email attachments.

Click Save.
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Message-Only Extension allows you to route all calls received to its woicemail boe. Learn Mors
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Create an extension that only plays an announcement for your callers. All callers routed to this extension
will hear a recorded announcement, such as a holiday closure announcement.

Adding an announcement-only extension

1. Click the Phone System tab from the Admin Portal.
2. Click Groups.
3. Click Announcement-Only Extensions.
4. Click New Announcement-Only Extension. The Add Announcement-Only Extension window
appears.
Enter the Extension Name, Short Extension Number, and Email.
Click Save.
T [els @
Home Users Phane System Meetings Reports ~ Billing More
B Company Infa Groups » Announcement-Only Extensions b+
¢ Phone Numbers » o
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Click the Phone System tab from the Admin Portal.
Click Groups.

Click Announcement-Only Extensions.

Select an existing announcement-only extension.
Click Announcement-Only Extension Details.

Edit the info for the extension under General:

Short Extension Number
Extension Name
Company Name

Contact Phone

Email

Status

Delete Group

7. Click Save.
8. Click Settings to edit the following:

Regional Settings
Site
Confirmation Message
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Toll-Free Number: Select a toll-free prefix. Select one or more numbers and click Add

216

Local Number: Provide the State and Area Code. Select one or more numbers and click Add

Numbers. Note that there’s a $30 one-time setup fee for each number if you select 800 as

Vanity: Enter a number that helps customers remember your business phone number. Click

Search to check availability. Select a number and click Add Numbers. Note that there’s a

1. Click the Phone System tab from the Admin Portal.
2. Click Groups.
3. Click Announcement-Only Extensions.
4. Select an existing announcement-only extension.
5. Click Direct Numbers.
6. Click Add Direct Number.
7. Select aLocation and follow these instructions for the Number Type you choose:
[ ]
Numbers.
[ ]
your toll-free prefix.
[ ]
one-time setup fee for each vanity number you select.
8. Click Next.
9. Review the charges (if any) and click the acknowledge box.
10. Click Next.
@
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Setting an announcement

Customize a greeting for an announcement-only extension.

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Announcement-Only Extensions.

Select an existing announcement-only extension.

Click Announcement.

Click Edit under Announcement Greeting. The Announcement Greeting window will appear.

No v~ LODdR

Choose your preferred type of announcement under Set Greeting:

a. Default: Select Default to use a system-default announcement. Select the language to
display the default greeting text under View In. Your selection here affects only your
current view of the greeting text, it will not change the greetings language setting.

b. Custom: Select Custom and select how you'd like to set your custom recording:

e Phone: Choose a phone number from the dropdown list if you have saved numbers
or select Enter a new number and type a phone number in the field for Call me at.
Click the Call Now button, and RingCentral will call you to record your extension
name.

e Computer Microphone: Click Allow if RingCentral asks to record through your
computer. The Microphone Test and Record settings will appear. When ready, click
the red Record button to record your voicemail greeting. Click the up arrow to
upload your recorded message.

e Importing: Click Browse and select the WAV or MP3 file you want to use. Click
Open.

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

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

A limited extension is an extension with limited features offered at a lower price. Unlike a user extension, a
limited extension is not tied to a specific user. For more information, visit RingCentral Limited Extension

Overview.

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

Adding a limited extension

Click the Phone System tab from the Admin Portal.
Click Groups.

Click Limited Extensions.

Click New Limited Extension.

Select a location and click Next.

S e o

Enter the quantity, and select the following:
a. CostCenter
b. State
c. AreaCode
d. Number Option
e. Site (if you have a multi-site account)
f.  Device for use as limited extension
7. Click Add.
8. Click Next.
9. Select your shipping preferences.
10. Click Next.
11. Confirm the order. An order summary is displayed.
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Existing Phone - New 1 1 X $0.00
Back

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

Once assigned, a limited extension can be unassigned or reassigned as needed.
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Assigning a limited extension
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6. Click Save & Enable. The status for the extension becomes Assigned.

Click the Phone System tab from the Admin Portal.
Click Groups.

Click Limited Extensions.

Click a limited extension with Unassigned status.
Fill out the required fields:

Extension Number
Extension Name
Site

Emergency Address
Extension Email
International Calling
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Edit Address

Delete Cancel ‘Save & Enable

Editing limited extension info

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Limited Extensions.

Select an existing Limited Extension with Assigned status.
Click Limited Extension Details.

Edit the following under General:

S o o

Extension Number
Extension Name
Record Extension Name
Company Name
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e Contact Phone
e Email
e International Calling allowed
e Status
7. Click Save.

8. Edit the following under Settings:

Regional Settings
Template
Site (if you have a multi-site account)

Confirmation Message
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Recording an extension name

You can use this option to ensure the extension name is pronounced correctly by the system operator. You
can spell out the name the way it sounds to help the operator, or you can record the name in your own voice
and use it for announcements instead.

Click the Phone System tab from the Admin Portal.
Click Groups.
Click Limited Extensions.
Select an existing limited extension.
Click Limited Extension Details.
Click Edit under Record Extension Name.
Select an option under Record by.
a. RingCentral text-to-speech
b. Record extension name:
e Phone: Choose a phone number from the dropdown list if you have saved numbers
or select Enter a new number and type a phone number in the field for Call me at.
Click the Call Now button, and RingCentral will call you to record your extension

No u AR

name. Click Save.

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

e Importing: Click Browse and select the WAV or MP3 file you want to use. Click
Open. Click Save.

8. Enter a Greeting Name (optional).
9. Click Save.
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Adding a direct number

Click the Phone System tab from the Admin Portal.
Click Groups.
Click Limited Extensions.
Select an existing limited extension.
Click Phones & Numbers.
Click Add Direct Number. The Add Direct Number window will appear.
Select a Location and follow these instructions for the Number Type you choose:
e Local Number: Provide the State and Area Code. Select a Cost Center if you have more than

No v AL DdR

one. Otherwise, it will be preselected. Select one or more numbers and click Add Numbers.
e Toll-Free Number: Select a toll-free prefix. Note that there is a $30 one-time set up fee per
number if you select 800 as your toll-free prefix. Select a Cost Center if you have more than
one. Otherwise, it will be preselected. Select one or more numbers and click Add Numbers.
e Vanity Number: Select a Cost Center if you have more than one. Otherwise, it will be
preselected. Enter a number that helps customers remember your business phone number.
Click Search to check availability. Select a number and click Add Numbers.
8. Click Next.
9. Follow the prompts to purchase your new number.
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Setting an announcement and enabling hold music
Customize a greeting for an announcement-only extension.

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Limited Extensions.

Select an existing limited extension.

Click Announcement & Hold Music and then click Edit under Unavailable Greeting. The
Unavailable Greeting window will appear.

kbR

6. Choose your preferred type of announcement under Set Greeting:

a. Default: Select Default to use a system-default announcement. Select the language to
display the default greeting text under View In. Your selection here affects only your
current view of the greeting text, it will not change the greetings language setting. Click
Done.

b. Custom: Select Custom and select how you'd like to set your custom recording:

e Phone: Choose a phone number from the dropdown list if you have saved numbers
or select Enter a new number and type a phone number in the field for Call me at.
Click the Call Now button, and RingCentral will call you to record your extension
name. Click Done.

e Computer Microphone: Click Allow if RingCentral asks to record through your
computer. The Microphone Test and Record settings will appear. When ready, click
the red Record button to record your voicemail greeting. Click the up arrow to
upload your recorded message. Click Done.

e Importing: Click Browse and select the WAV or MP3 file you want to use. Click
Open. Click Done.

7. Ensure thereis a check for Enable under Hold Music if you want callers to hear music whenever you
put the call on hold. If hold music is enabled, click Edit to set your hold music. The Hold Music
window will appear.

8. Choose your preferred type of audio under Set Audio:

a. Ring Tones: Select Ring Tones if you want your callers to hear ring tones while the call is being
connected.

b. Music: Select Music if you want callers to hear music. Select the type of music under Select
Music.

¢. Custom: Select Custom to upload your own audio file. Click Browse and select the WAV or
MP3 file you want to use. Click Open.

9. Click Done.

10. Click Save.
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Set Audio
Music e
Select Music
Acoustic hd
> 00:00/00:00 of3)
Cancsl
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Setting outbound caller ID

Select the phone number you want to display as caller ID for outgoing calls.

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Limited Extensions.

Select an existing limited extension.

Click Outbound Caller ID.

Click Edit under Existing Phone. The Select Number window will appear.

Select the number you want to use as your outbound caller ID. Click Done.

Click Edit under Alternate Caller ID if you prefer to set this option. The Select Number window will

appear.

9. Select the number you want to use as your alternate caller ID. Click Done.

10. Check the box for Display my extension number for internal calls if you want to display your
extension as your caller ID when making internal calls.

11. Click Save.

© NOo LA WDNR
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Call Monitoring
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Message-Only
Extensions
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Extensions

Limited Exdensions

Pnones & Devicss 3

Emergency Callng >

Phone System

Meetings Reports v

Groups » Limited Extensions

Billing

More

Limited Extension gives admins the ability to purchase an extension with a limited feature set that is not tied to a user. Learn Mare

Search

Status

ted Ext
[ Unassigned Limited Exte
L] Unassigned Limited Extension
[ Unassigned Limited Extension
[ ] Unassigned Limited Extension

Status

test LE (Ext. 5)

s Limited Extension Details

s Phone & Numbers

~ Announcement & Hold Music

e . Outbound Caller ID

Decide which phone number will display as Caller ID for outgoing calls. (@

@ B Dispizy my exdension numoes for intemal cals, ()

Existing Phane

(857) 203-7722 - Main Company humber

Edit

Intemal Calls

~+ Mew Limited Extension

Alternate Caller ID
Mot-specified

Edit

Cancal
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@

Seleot Number
Q Biocked
(] +54 () 5630405
o +81 (2) 80531098
o +44 (20 38808134
o] (383) 219-5280
o] (366) 971-5468

(357) 203-7722

Q (355) 483-4457
(] (844) 584-2263

Select Number

Q, Type

-~ Name

Front desk

Select 3 phone number you want to display as your Caller ID number for Existing Phone.

Type

Others.

Company Number

Company Number

Company Number

Company Number

Company Number

Main Company Number

Company Number

Company Number
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Type v
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Company Number

Company Number

Company Number
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Company Number

Direct Number
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Company Number
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This section provides you a view of all phones that are associated with your RingCentral MVP account. You
can also add phones and devices, change a phone, and reassign a phone from this section,

Viewing and editing devices

1. Click the Phone System tab from the Admin Portal.
2. Click Phones & Devices.
3. Click on the following tabs to see the following:
a. User Phones
b. Common AreaPhones
c. PagingDevices
d. Shared Lines
e. Unassigned
4. Click on adevice to view and edit details.

Admin Portal ~ | &8 @
*

Home Users Phone SystemeMeetings Reports v Billing More

Bl Company info Phones & Devices » User Phones PR

¥ Phone Numbers >

Search User Phones Q More v -+ Add Device
O Auto-Receptionist >
s Groups > Stat... Device v  Site Assigned Phone Number Serial No. Actions
9
() Phones & Devices Vao Existing Phone Company Hank Hillos (400)200-2364  N/A
User Phones
(<] Joe Hall RingCentral Phone desktop app Company Joe Hall (409) 209-0429 N/A

Common Area Phones
Paging Devices
Shared Lines
Unassigned

sl Emergency Calling >
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You can search or filter the phones or devices by specifying search text, status, or device, and selecting the

search icon. The search displays results for devices meeting the search criteria in the device category.

Adding a device

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

detailed

instructions.

Adding a user phone

ik oobd e

Note: You can only add devices for one country at a time. Repeat the process for different countries as

needed.

Click the Phone System tab from the Admin Portal.

Click Phones & Devices.
Click User Phones.
Click Add Device.
Select a Location.

e Domestic

e International
Click Next.

Select a user to assign the phone to.

Select a device to buy.
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Home  Users ansm.moumws Reports v Biling Moo

2 Company Into Phones & Devices > Usar Phones b4

& Phone Numbers >

Searcn Usar Prones Qf o~ + Adaeves | |
2 Ao Rocaptonist >
o >
& e Add User Phones x
() Prones & Dovices
1 Select Location 2 Select User 3 Select Devices 4 Select Numbers § Add Emergency Address 6 Add Shipping Info 7 Confirm

Iuw?rmn

Common Area Phanes BeleclaLocs
B Domesic O Intemational
Shared Lines
Unassigned

ole Emergency Caling >

Add User Phones. x

~Selectlocaton 2 SelectUser 3 SelectDevices 4 SelectNumbers  § AddEmergencyAddress 6 Add Shippnginfo 7 Confirm

Search | [ peparment a1 v v

Select Wame < ste = Department
a ® Hank Hils Company 1101
o Joo Han Company oz

o ‘Add User Phones x
 Select Location  Select User 3 4 L] 6 Add Shipping Info 7 Confim
Select Devices Devices Added: 1 Device (max 50)
Fecently Bought  Deskiop Phones  Other Phones. iy Device Name Device Option
1 AayaXIPPhoneJiZe  New s
Avaya X IP Phone J139 N
‘. price: 11400
Available In your site: Avaya 1% 1P Phone 4138
New -0
oy 1
Selected from account 0
Avaya IX IP Phone J138 x Sub-iotal  $11400
A28 inch diaganal color dpiay I phone wih speakerphone, prosance, Gigabit
Ethemet and more. inciudes power adapier. Ordes Summary
+ 28 diagonal color display
. Sir the display e yd: i -
+ Share a singla network connection with your phone and PC using tha Ona-tima Charges oy Subtaal
nlograted Gigabi 2-port Ethernet swich Prones ' 511400
« Integrated Power over Etnornet (POE) suppot (Ciass 1)
Recurring Charges - annusl ary Sublotat”
Bttt DigialLine Unimited 1x341088 $41088
Adaianal Purchase
$114.00 o |+ Today's Estimated Total* ssxse

“This price does ot include calculations for proratod amounts, taxos, foes, andior
snipping.
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9. Assign an existing or a new number to the device and click Next.

10. Add an emergency address and click Next.

11. Select your shipping preferences and click Next.

12. Confirm your order by checking the acknowledgment box. Click Next.

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

Add User Phones %

Ada User Phanes x
fect e S Add Emergency Adcress 6 Add Snigpinglfo 7 Confm -Sesctlocatn - SoleciUser < SekctDevies - SolectMumbers - AcdEmergencyAddiess 6 Add Shipprglnfo 7 Ganfim
Aut-assign e sipping acress based on Sia addoss. ASenton to and Ground SpRINg il bo the defast. | Auo Assgn
— Selsct Shipping Addh Attontion to Solect Shipping Method
stato Area Code 20 Das D, Bol 3002, United States © Edt Now | SometingNew | Groun d
forak v || 720- Demer - (-]
Add Shipping Info to tems (0)
0 Mumiser Typ Act Product Name ay Act
O avaya i prons i A et
Tota 1> oo I || sverraaroues
Add Shipping info Shipping Method Devics aty actions
Ade x

5 Add Emergancy Addres § AsaShpping o 7 Canti

Acd User Phones x
O Deviee Phone Numb oSdeciccaton  sSeectUser - SokdtDewcss o SeleciNumbes v Add Emergency Aduress Acgshgging It 7 Contim
O Avaya X 1P Phone Ji3 720 738.0907
Unit Price Quantity  Amount
) 1 ack siteas sz
(s181.28) T
si1a00 1 stia00
s120 s1az0

samn.az

Amount

$17.66

4280
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Adding a common area phone

A common area or hot desk phone provides hot desking, and enables any employee to log in to a shared
phone that adopts the user’s phone settings

Click the Phone System tab from the Admin Portal.

Click Phones & Devices.

Click Common Area Phones.

Click Add Device.

On the Add Hot Desk Phones window, enter the quantity and select a device. Click Add,
and then Next.

Add an emergency address. Click Next.

7. Select your shipping preferences and click Next.

8. Confirmyour order by checking the acknowledgment box. Click Next.
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A paging device is a wall-mounted speaker or amplifier that enables overhead paging. Follow the steps below

to add a paging device:

O NV A WN R

Click the Phone System tab from the Admin Portal.
Click Phones & Devices.

Click Paging Devices.

Click Add Device.

Enter a name for the paging device.

Click Next.

View the provisioning information for the device.
Click Done to add the paging device to your system.

Bl Company nfo

t# Phone Numbers

3]

Auto-Receptionist

2 Groups

9 [ Phones & Devices

User Phones

el Paging Devices

Shared Lines
Unassigned

sk Emergency Calling

Common Area Phones

>

o Admin Portal ~ B @
Home Users Phone System Meetings Reports Billing More .

Phones & Devices » Paging Devices b4

Search Paging Devices Q| | status v + Add Device

Add Paging Device

Device Nickname 2 Provisioning Info

The following paging devices are supported by RingCentral:

- CyberData SIP-enabled IP V2 Paging Speaker
- CyberData SIP-enabled IP V2 Paging Amplifier

Paging Device Nickname

e Paging Device 1

Add Paging Device

 Device Nickname 2 Provisioning Info

Provisioning information for CyberData paging devices

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

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

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

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

Field Value

SIP Domain sip.ringcentral.com

Remote SIP port 5080

Local SIP port 5060

Outbound Proxy sip10.ringcentral.com
Outbound Proxy Port 5090

User Name 14092402563°803932523012
Authorization 1D 803932523012

Password pi6EZ

Done
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Changing a phone

To change the phone of a user:

1. Click the Phone System tab from the Admin Portal.
2. Click Phones & Devices.

3. Locate the phone that you want to replace.

4. Click Change Phone from the more menu.

o 1

5. Select from the following options:

a. Order a new phone from RingCentral: We will ship you a new desktop IP desk phone if you
select this option. These phones are pre-configured and should be automatically
provisioned once connected to the internet.

b. Existing RingCentral phone: Select this option if you already have a desktop IP phone
purchased from RingCentral but not currently in use. You can also swap phones with
another user. A reboot is needed if you exchange phones with another user. Provisioning is
required if you select a phone not presently in use. For more information, visit Intro to
deskphones provisioning.

c. Phone not purchased from RingCentral: Select this option if you own a SIP phone not
purchased from RingCentral. Provisioning is required after assigning these phones to a
user. For more information, visit Intro to deskphones provisioning.

d. RingCentral Phone app: Select this option if you prefer to use RingCentral’s desktop
application for taking your calls. You can download the RingCentral app from the

RingCentral Downloads page.

Reassigning a phone
To reassign a phone to another user:

Click the Phone System tab from the Admin Portal.

Click Phones & Devices.

Locate the phone that you want to replace.

Click Reassign to from the more menu.

Select the user where you want to reassign the phone, then click Next.
You will be prompted with a warning message, click Yes to proceed.

S e o
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1. Click the Phone System tab from the Admin Portal.

2. Click Phones & Devices.

3. Click Shared Lines. The group assigned to a particular Shared Line and the Phones Assigned to that
shared line are listed.

4. Filter numbers by search term or device.

5. The Shared Line and Phones Assigned are shown here. If you have made any changes, click Apply.

Home Users Phone System Meetings Reports v Billing More Aduin Potal ~ 8 @

2

Ol

& Company Info

¥ Phone Numbers >

Phones & Devices » Shared Lines

Search Shared Lines Q More v

9 Auto-Receptionist >

T, Groups ’e Shared Line

[El Phones & Devices
Group 1

User Phones
Common Area Phones
Paging Devices
Shared Lines
Unassigned

sl« Emergency Calling >

~ Phones Assigned

Avaya IX IP Phone J139

Site Lines Ext.

Company 1 11006

Adding an unassigned phone

An unassigned phone is an IP phone in your account that is not yet activated or assigned to a user. Use the

following steps:

unhobdpeE

N o

Click Phones & Devices.
Click Unassigned.
Click Add Device.
Select a Location.

a. Domestic

b. International
Click Next.
Select a device.
Click Next.

Click the Phone System tab from the Admin Portal.
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Admin Portal v §§ @
Home Users Phone System Meetings Reports v Billing More (]
£l company Info Phones & Devices » Unassigned bl
¥ Phone Numbers > o
Search Unassigned Q More v -+ Add Device H
9 Auto-Receptionist >

4T Groups > Buy Unassigned Phone X
e (I3 Phones & Devices -

1 Select Location 2 Select Devices 3 Sites 4 Add Shipping Info § Confirm
User Phones
ieah Select a Location
Paging Devices (® Domestic () International

Shared Lines

Unassigned

»l¢ Emergency Calling >

Cancel

6\1;' Unassigned Phone x

~ Select Location 2 Select Devices 3 Sites 4 Add Shipping Info § Confirm

Select Devices Devices Added: 1 Device
Recently Bought Desktop Phones Qty Device Name Device Option
1 Avaya IX IP Phone J139 New
Avaya IX IP Phone J139 - e
‘ Price: $114.00
Avaya IX IP Phone J139
ay 1

Selected from account 0

Avaya IX IP Phone J139 x
Sub-total  $114.00

A 2.8 inch diagonal color display IP phone with speakerphone, presence, Gigabit
Ethemet and more. Includes power adapter.

Order Summary
« 2.8" diagonal color display
« Simplifies call control on the display using softkeys for everyday functions
+ Share a single network connaction with your phone and PC using the One-time Charges aty Subtotal
integrated Gigabit 2-port Ethemet switch
« Integrated Power over Ethernet (PoE) support (Class 1) Phones 1 $114.00
Download Datasheet
Today's Estimated Total* $114.00

$114.00 o |+ “This price does not include calculations for prorated amounts, taxes, fees, and/or

shipping.

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

Buy Unassignag Phone

- Select Location + Select Devices 4 Add Shipping Info 5 Confirm
Select Site

Assign Site to liems (0) Compeny -

Product Name Stte ay Actions

A tems have Sites assgned

Assigned Sites (1)

Product Name Site. aty Actions

Unassign

Avaya IX IP Phone 139
‘ Company ~ 1

New - Uniled States

Buy Unassigned Phone b4
 Select Location ~ Selact Devices - Sites 4 AddShippingInfo & Confirm
Auto-assign the shipping address based on Site address. Attention to and Ground Shipping wil be tha defaull. | Auto Assign
Select Shipping Address Attention to Select Shipping Method
20 Davis Dr, Belmont, GA, 94002-3002, United States v | Edt | New | Sometning New Ground v
Add Shipping Info to ltems (0)
Product Name ay Actions
have shipping info added
Shipping Groups
Add Shipping Info Antention to Shipping Method Device Qty Actions
20 Davis Dr, Beimont, CA, 84002-3002, United States Something New Ground v Remove v
Buy Unassigned Phone x
~ Select Location « Select Devices ~ Sites  Acd Shipping info 5 Confim
Parlad Charges and credits Unit Price Quantity Amount
(One tme charge) Avaya IX IP Phone J138 $114.00 1 $114.00
(One time charge) Shipping & Handling Fees: US - Ground §1320 1 1320
Charges after Discounts and Prorates: s127.20
Taxes Amount
> State and local taxes and fees s12
Taxes atter Discounts and Prorates: $11.12
Total charges after discounts and prorates: s127.20
Total Taxes and Fees: s11.12
Sub-total: $138.32
Total Charged to Credit Card: §138.32
All Gharges wil appear as “RingCentral, ing" on your credit card statement and wil be charged {0 the credt card on file for this account. Yeur credit card infarmatian is encrypted and processed
an a securs serve.
| acknowledge that | have read this information and understand the itemized charges listed above. | authorize the total amount of $138.32 to be charged to my credit card ending in [*1111].
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Enabling video calls

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

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

about this feature.

To enable video:

Click the Phone System tab from the Admin Portal.
Click Phones & Devices, then click User Phones.
Select a supported phone.

Check the box next to Enable Video Calling.

Click Save.

unhobdpeE

Note: You can enable video calling for multiple devices by multi-selecting the Polycom devices in the list and

enabling video calling in bulk.

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

Redundant audio (RED) codec for calls

A codec defines how your voice and video is compressed into packets that are sent over the Internet. There
are many types of codecs designed for different environments and network conditions (e.g. wifi vs cellular,
good vs weak connection, low vs high packet loss). A RED codec adds duplicate voice and video information
to the packets sent over the Internet which helps maintain call quality during poor network conditions.

The Redundant Audio Codec is supported on RC App Desktop & RC App Mobile clients, version 22.4.10 or
later.
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Hot desking or common area phone enables any employee to login to a hot desk phone that adopts the
user’s phone settings. Employees who travel from different offices can share the same hot desk phone and
desk while keeping their own extension profiles and voicemail access.

Types of hot desk phones

The following configurations of hot desk phones that support access to hot desking are available to support

your business needs:

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

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

Phone support and setup

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

501, and 601.
Using hot desking for limited extension
Calls are routed to a Hot Desking for Limited Extension phone as follows:

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

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

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

Note: This option is available for MVP Premium and Ultimate only.

Enabling a limited extension phone for hot desking

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

Click the Phone System tab from the Admin Portal.
Click Phones & Devices.

Click Common Area Phones.

Select a Limited Extension to view the device details.
Click the checkbox for Use as Hot Desk Phone.

Click Save.

A

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

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

the guest user name.

Converting an unassigned phone to a hot desk phone

Converting an unassigned phone to a hot desk phone makes that phone only available for use in hot desking.

No minutes are included for any type of calls.

To convert an unassigned phone to a hot desk phone:

Click the Phone System tab from the Admin Portal.
Click Phones & Devices.

Click Unassigned. Select an unassigned phone.

Under Phone Details, select Convert to Common Phone.

unhobdpeE

Follow the instructions to complete the conversion.
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Unassigning a hot desk phone

You can unassign a hot desk phone to remove it from hot desking use, and return it to the list of unassigned

devices. To unassign a hot desk phone:

Click the Phone System tab from the Admin Portal.

Click Phones & Devices.

Click Common Area Phones.

Select a hot desk phone.

Under Phone Details, select Unassign Phone The phone is returned to Unassigned phones.

ko bdpE

Logging out a hot desk phone

You can log out the currently logged in user from the hot desk phone. To log out a hot desk phone:

Click the Phone System tab from the Admin Portal.
Click Phones & Devices.

Click Common Area Phones.

Select one or more hot desk phones.

unhobdpeE

Click Logout.

The currently logged in users are logged out from the selected phones.
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The hot desking session timeout specifies the time period when guest users will be logged out from phone
endpoints. The default session timeout is 12 hours.

Certain enterprises with a mobile workforce may use the ‘Never’ value for the timeout to configure that all
hot desk sessions in the account will not timeout. When using this option, the hot desk session can only be

logged out by a user from the phone.

To set session timeout for all hot desk phones on the system:

LANEIE S

Click Save.

Click the More tab from the Admin Portal.
Select Security and Compliance.

Select Hot Desk Session Timeout.

Select the duration from the list provided. To configure no timeouts, select the Never value.

Home Users

[ Service Console

{8} Account Settings

. Security and
= Compliance
Single Sign-on

Session Timeout

Hot Desk Session
Timeout

Masked Numbers

Trust Portal

s and
5 App:
Resources

323

Phone System Meetings Reports v Billing More o

Security and Compliance » Hot Desk Session Timeout

Hot Desk user logout after

12 hours v

1 hour
4 hours
6 hours
8 hours
10 hours
12 hours
16 hours
20 hours
24 hours

Admin Portal

w

# @
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Assisted provisioning
You can provision supported third-party devices with your service. Follow these steps:

Click the Phone System tab from the Admin Portal.
Click Phones & Devices.

Click User Phones.

Select the device that needs to be provisioned.
Click Setup and Provision.

S e o

Select your phone model. If you have selected:

e Avaya IP Phone: Select the phone model, provide the phone’s MAC Address and click Next.
Proceed with the steps described in the wizard.

e Cisco/Linksys IP Devices: Select the phone model from the menu. Provide the phone’s IP
address and click Next. Proceed with the steps described in the wizard.

e Polycom IP Phones: Select the phone model from the menu. Provide the phone’s MAC
address and click Next. Proceed with the steps described in the wizard.

e Yealink IP Phone: Select the phone model from the menu. Provide the phone’s MAC
address and click Next. Proceed with the steps described in the wizard.

e Other Phones: Click Select. The next window displays the SIP Configuration or information
needed for manual provisioning. Contact your manufacturer to know how to configure your
phone using these configurations.

Setup & Provisioning X

1 Select Device 2 Provisioning 3 Finish

In addition to the devices RingCentral sells pre-provisioned, RingCentral supports assisted provisioning for additional models. If your model is not available via assisted provisioning, RingCentral
may have documented how to manually configure it. Please see the office devices page for more information.

Select your phone model to begin:

Avaya IP Phones Cisco / Linksys IP Devices Polycom IP Phones Yealink IP Phones Other Phones
Avaya B199 Avaya J139 __ AvayaJ159 Avaya J169
' Select j Select ﬁ Select £ Select
Avaya J179

Select

Cancel
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RingCentral MVP supports automatic location detection of certain devices and apps. This allows the most
current location to be made available when a user dials 911 from these endpoints. Location detection is
based on the application or device’s interaction with network infrastructure elements with known locations,
such as WiFi access points, IP address ranges, and/or Ethernet switch MAC addresses.

Note: This feature is currently in controlled release. Contact your RingCentral account manager to have this
feature enabled for your account.

Current support covers the following endpoints:

e RingCentral app for desktop
e Polycom VVX x50 hard phones

Setting up emergency response location

Emergency Response locations (ERLs) represent the business locations where end users will be using their
RingCentral service to make phone calls. The scope of an ERL depends on physical/geographic coverage
needs. It should be defined to assist emergency responders in locating a 911 caller in a reasonable amount of
time.

Typical examples include:

SOHO customer : Single ERL referring to a single address.

SMB customer : Single ERL referring to a single address and possible a suite # in an office building.
Enterprise customer: Multiple ERLs referring to buildings on a campus, buildings in different
geographic locations, possibly one ERL per floor in a multi-story office park.

1. From the Admin Portal, navigate to Phone System > Emergency Calling > Emergency Response
Locations.

2. Toggle the Enable Emergency Response Locations switch on to enable the feature.

Important note: This enables the use of emergency response location for your account. This action

is not reversible.

Click + Add Emergency Response Location.

Enter a Nickname for the emergency response location.

Click Edit under Emergency Address.

Fill up the address information, then click Done.

Click Add.

Note: You can also check Private Location to make the private emergency response location visible

only to the selected owner.

Nouhkow
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Automatic location updates for RingCentral app for desktop

The location detection for the RingCentral app for desktop is based on the app’s interaction with network
infrastructure elements with known locations, such as WiFi access points and/or |P address ranges.

The RingCentral app for desktop dynamically detects and reports changes in WiFi BSSID or IP address. It
looks up the location and then updates the emergency location for the app.

Note that only the desktop version of the RingCentral app supports Nomadic 911. The web version doesn’t
support it.

Automatic location updates for compatible desk phones
Prerequisites:

e Polycom VVX x50 Desk Phone/s (VVX 150, 250, 350, or 450)
e Hardwired ethernet connection (WiFi connected Desk Phones are not supported)
e Managed ethernet switch/es (LLDP enabled)

RingCentral account admin defines a network map in the Admin Portal to specify on-net locations by IP
Address ranges with corresponding physical address/es or Chassis IDs of ethernet switches with
corresponding physical address/es. If location lookup is successful, the emergency address is automatically
updated upon restart.

Note: If location lookup is unsuccessful, the phone is deemed as Off-Net and a notification is sent to the
admin allowing them to deal with the situation. Phones in Off-Net status will enter a restricted calling state:

No PSTN calling, only calls within account.

Before enabling the Automatic Location Updates, you must add your ethernet switches to the Switch Map

or add your IP addresses to the IP Address Range Map.

Enabling automatic location updates of compatible desk phones

1. From the Admin Portal, navigate to Phone System > Emergency Calling > Automatic Location
Updates.

2. Click Status > Automatic Location Updates for Compatible Desk Phones.

Turn on the toggle switch for Enable Automatic Location Updates for Compatible Desk Phones.

w

4. Tick the checkbox for Accept legal disclaimers, then click Confirm.
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Setting up the network infrastructure with known locations

Location detection is based on the application or device’s interaction with network infrastructure elements
with known locations, such as WiFi access points, IP address ranges, and/or Ethernet switch MAC addresses.

Adding wireless access point to the wireless access point map

1. From the Admin Portal, navigate to Phone System > Emergency Calling > Automatic Location
Updates.

2. Click Wireless Access Point Map.

Click + Access Point.

4. Enter the BSSID (Mac address of the wireless access point) and Nickname of the Wireless Access
Point.
Note: BSSID is not the same as the SSID of the access point.

5. Select an Emergency Response Location, then click Save.

w

Adding an IP address range to the IP address range map

1. From the Admin Portal, navigate to Phone System > Emergency Calling > Automatic Location
Updates.

Click IP Address Range Map.

Click + Add Network.

Enter the Network Name and select the Site (for multi-site accounts).

Click + Add in the Public IP Address(es) section.

Select Single or Range, then enter the IP address or IP address range, and then click Save.
Click + Add in the Private IP Addresses section.

Select Single or Range, then enter the IP address or IP address range.

. Enter a Nickname and select an Emergency Response Location, then click Save.

10. Click Save.

VP NOUAWN

Note: IP address ranges need to be specified as the combination of public IP address and all private IP
ranges. For example: your devices are in the following private network range : 192.169.10.0 -
192.168.10.255. You also have two IP addresses from your Internet Service Provider. To define this network
you would add the network, add two single IP addresses as public IP addresses as well as one private IP
address range using the steps described above.

Adding an ethernet switch to switch map

1. From the Admin Portal, navigate to Phone System > Emergency Calling > Automatic Location
Updates.

2. Click Switch Map.

3. Click + Add Switch.
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4. Enter the Chassis ID and Nickname of the ethernet switch. In many cases, the Chassis ID will be the

MAC address of the switch.
5. Select an Emergency Response Location, then click Save.

Selecting a User extension to be treated as nomadic

After enabling the Automatic Location Updates, you can select a User Extension to be treated as nomadic.

1. From the Admin Portal, navigate to Phone System > Emergency Calling > Automatic Location

Updates.

2. Click Extensions.

3. Select the User extension to be treated as nomadic by clicking Activate at the top of the Status
column. To remove a User Extension, select the extension, then click Deactivate at the top of the

Name column.
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The Meetings tab is where you can see information and configure the settings related to your meetings.
Here, you can see the following tabs:
° Recording Management Home Users Phone System Meetings v Reports v Billing More
e Rooms
e Meetings Settings
e Downloads @ Recording Management RingCentral Video » Recording Management
= Rooms ’ Host Topic D
W Mectings Settings John Smith RingCentral Video meeting 7444
o, Downloads John Smith 7444

Accessing and managing Rooms

When you have purchased a RingCentral Rooms License and set up the hardware for your RingCentral
Rooms system, you can access and manage it on your online account.

1. Click the Meetings tab from the Admin Portal.
2. Click Rooms. You can view the following tabs:
e Rooms List: This menu lets you view the list of all Devices and Rooms in the account. It also
allows you to modify the Global Settings, add or edit Locations and Rooms, upgrade all
Devices, export rooms, and report issues.
e Calendars: This tab allows you to add Calendar Services (Google Calendar, Office 365,
Exchange) that can be integrated with RingCentral Rooms. It also lets you authorize or
deauthorize, sync, and delete calendars.

Ring

Admin Portal ~ @
Home Users Phone System Meetings v Reports v Billing More ®

@ Recording Management RingCentral Video » Rooms >» Rooms List <

& Rooms ~
Available Rooms Licenses: 2/2 Buy more licenses

Rooms List
Search Y —+ Add Room
Calendars

P2 Meetings Settings

Room Name v Status Calendar Site Actions

[«

Downloads

© 2023 RingCentral, Inc. All Rights Reserved



RingCentral MVP |

| Meetings

Managing Meetings settings

RingCentral Video allows admins and users to conveniently control the features with a user-friendly

255

settings interface that is available on the RingCentral online account. Account admins have the capability to

enable and disable RingCentral Video features that will be applied for all RingCentral Video users on the

account.

1. Click the Meetings tab from the Admin Portal.
2. Click Meetings Settings.
3. Admins can enable and disable RingCentral Video features on their account. The following sections

are available:

a. Security

Basic

Email Notifications

b
c. Recordings
d

Home Users Phone System Megtings ~ Reports ~ Billing

@ Recording Management
=% Rooms ~
Rooms List
Calendars
W: Meetings Settings

+, Downloads

Security ©

Enable meeting password for scheduled meetings

Allow only authenticated users to join meetings

More

Require participants to enter a waiting room before joining the meeting

Participants can only join after the host

Restrict screen sharing to hosts & moderators

Basic

Play sound when participants join or leave

Recordings

Allow meetings to be recorded

Email Natifications

Send email notification when meeting recording is ready
Send email notification when meeting recording is deleted
Send email notification when meeting recording is shared

Send email notification when meeting has ended
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The Call Log reports on inbound and outbound calls and faxes for the company number and specified
extensions. The Call Log is available as a Simple view, which concisely summarizes the calls, and as a
Detailed view, which shows additional call record details.

You can filter the call log records by number, time period, call direction or type of call (inbound or outbound).
Select your filter criteria, and click Apply to refresh the log. In Delivery Settings, you can set delivery of the

call log to an email address on a daily, weekly, or monthly basis, on a specified day.

In the Type column you can see the types of calls. In the Recording column, you will see an icon if the call has

been recorded. Click the play icon to hear a recording.

To access the call log:

1. Click the Reports tab from the Admin Portal.

2. Click Call Log.

Home Users Phone System Meetings

Reports v Billing

CallLog

Simple Detailed

Qa

Search Numbers Qe Last 7 days

Reset Apply

O Type Phone Number Name
O & From: (310) 5551212 @ WIRELESS CA
a (< From: (310) 5551212 @ WILLIAM HUB

Meetings Reports

Analytics x4

& More v

Date / Time

08/03/2020 3:58 PM

08/03/2020 11:14 AM
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Recording Action

Phone Call

Phone Call

Result

Missed

Missed

Admin Portal ~ 88 @
(]

L Download

Length

0:00:27

0:00:18

@ Delivery Settings

< Page1



RingCentral MVP | | Meetings
257

Downloading call log and recorded calls

You can download the Call Log in .csv format and the recorded calls in mp3 format from the Call Log page.
The downloaded file will only contain the details of the filter you have selected.

Downloading the Call Log and recorded calls may take some time and may possibly time out. The
Background Call Log feature makes it possible to avoid your downloads from timing out and lets you work in
the background or switch to another page on your RingCentral Online account. Contact Support or your
Account Manager to have the Background Call Log feature enabled.

To download your call log and recorded calls:

Click the Reports tab from the Admin Portal.

Click Call log.

Click the Type of View: Simple or Detailed.

Filter the information that you wish to include in the Call Log Report.

Click More to select other information filters.

Click Apply.

Click Download.

Call Log (csv) is selected by default. Select what needs to be downloaded: Call Log or Recorded
Calls or both. If you select Recorded Calls (mp3), all call recordings will be downloaded. Click
Download to save the file on your computer.

© No AW PR

Note: If the Background Call Log feature is disabled, you will not be able to exit from the current window
until the download gets completed. If the Backlog Call Log feature is enabled, a pop-up window will advise
that your download has started and may take a while depending on the size of the file and internet
connection. Click OK to close it.
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Home Users Phone System Meetings Reports v
i Call Log
Simple Detailed Meetings Reports
Analytics (x4

Search Numbers Qe Last 7 days = " Moren~
Call Direction v Types of Call ~ Al
Reset Apply

@ Delete @ Block

O Type Phone Number Name Date / Time

0O From:(971) 3394299 ~ @ PORTLAND OR  08/05/2020 12:58 PM

Biling

Admin Portal v

000
888
8

More
4 Download & Delivery Settings
Select Ext
Download Call Log X
Only the current filtered view of the call log will be downloaded
Recording

Download
Call Log (csv)

[ Recorded Calls (mp3)

Cancel

Download
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The Analytics Portal lets you access reports such as Adoption & Usage, Performance, Company Numbers,
Device Status, Live Reports, Meetings Dashboard, and Quality of Service. It also lets you view existing
Historical Reports under the Subscriptions tab.

To access the Analytics Portal:

1. Click the Reports tab from the Admin Portal.

2. Click Analytics.

3. Ifitisyour first time logging in, you will be asked to authorize the Analytics Portal to sign in with

your RingCentral credentials. Click Authorize.

4. The Analytics Portal contains the follow tabs:
e Adoption & Usage

Company Numbers

Meetings Dashboard

Performance Reports

Quality of Service

Rooms & Devices

Alerts

Subscriptions
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Adoptions and usage

Adoption & Usage (A&U) Analytics gives visibility into usage and adoption patterns of the RingCentral
products across your organization. You can gain intelligent insights on the following:
e if, and how, RingCentral products are being used (at the organizational level or across sites and
departments)
determining the power users
trends and patterns of usage
who are the low users/non-users
which locations/departments could benefit from a training session
user preferences such as preferred devices

most used endpoints, etc.

To access:

1. Click the Reports tab from the Admin Portal.
2. Click Analytics to open the Analytics portal on another page.
3. The Adoption & Usage tab is the landing page of the Analytics Portal.

From the Adoption & Usage tab, you can select to view the following tabs:

Overview: Dashboard showing all Message, Video, and Phone metrics
Message: RingCentral app

Video: RingCentral Video analytics

Phone: RingCentral Telephony/PBX

o @ Hank v~ | (4

Home Users Phone System Meetings Reports v Billing More

Call Log

| PP
) ) ) et f

Edit Business Hours Edit Company Call Handling & Set Caller ID Publish Compan

Greetings Assis
3

Adoption & Usage 3 [7) Last 7 Days

Overview Message Video Phone
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Company numbers reports

The Analytics Portal can generate a report using Company Numbers. There are also a number of Key
Performance Indicators (KPls) available for this report.

Company Numbers KPIs include the following:
The number or percentage of all inbound calls answered on a company number

The number or percentage of all calls to a company number in which a Voicemail was left
The number or percentage of all calls that were missed (includes voicemail)

The total amount of handle time the user spent on the calls on a company number. Handle time is all

live talk time and all hold time

e The average duration of a company number call, from answered until terminated. This includes live
talking plus time on hold

e The number of calls placed on hold for the numbers selected, the average hold time, or the number
of abandoned calls put on hold

e The number of calls transferred, parked (or answered from park), total park time and the number of

calls abandoned while the caller was put on park

To access Company Numbers:

1. Click the Reports tab from the Admin Portal.
2. Click Analytics.
3. Click the Company Numbers tab.
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Home Users Phone System Meetings Reports v Billing Mo
Call Log
Tutorials Meetings Reporls
Analytics o
Adoption & Usage (EZ0Y .
Change what callers hear ) o Yeste
e &  Ccompany Numbers
(1 Meetings Dashboard
Numbers Calls
‘GOMPANY NUMBERS CALLLENGTH SMECALLS
2 of 2 Company Numbers All Length 2 0f 2 Sites
KPIs €8 Select KPIs
0 0 0 00:00 0 00:00
#Inbound # Answered # Missed (w/VM) Avg. Handle Time # Holds Avg. Hold Time
Trend PRIMARY METRIC SECONDARY METRIG m
ren ® # Inbound v ® # Answered v
1
0
1Z00AM  T00AM  Z00AM  S00AM  400AM  SO0AM  600AM  700AM  800AM  900AM T000AM T100AM 1200PM  T00PM  200PM  300PM  400PM  S00PM  GOOPM  7.00PM  B00PM  9.00PM  10:00PM  11:00PM
Company Numbers €8 Select Columns Total 2 Company Numbers ~ Show: 10 v
% Company Number ~ #Inbound * # Answered 2 # Missed (w/VM) 2 Avg. Handle Time % #Holds * Avg. Hold Time
+16506501234 0 0 o 00:00 0 00:00
+14092402563 0 0 0 00:00 0 00:00

Performance reports

The RingCentral Performance Reports tab is an additional tool that enables you to research call records to
determine your business unit performance. By using Key Performance Indicators (KPI) as well as targeted
filters, Performance Reports assists you in combining user, queue, and call activity to evaluate performance.

Performance Reports offer the following features and benefits:

Dozens of available KPIs for a deeper understanding of performance
New modern interface, with extremely fast performance

Targeted filters available for all reports providing better investigation
Highly customizable reports to individualize reporting experience
Enhanced capabilities to better match customer behaviors

The Performance Reports page contains the follow tabs:

e Queues: Call queue performance for the call segment that is relevant to each queue
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e Users: User performance in the context of inbound and outbound calls for the call segment that is
relevant to each user. If User Groups are in use (Ultimate and Premium plans), only users from
queues and defined user groups are available for monitoring

e Calls: Lists the breakdown of the call records with basic metadata

To access Performance Reports:

1. Click the Reports tab from the Admin Portal.
2. Click Analytics Portal.
3. Click Performance Reports.

Home Users Phone System Meetings Reports v Billing More

Call Log

Meetings Reports

e Analytics [
[E Adoption & Usage @

iﬁ? Company Numbers

A Ye

Call

Meetings Dashboard

e A  Performance Reports

@j Quality of Service

Alerts

& Subscriptions
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Quality of Service reports

The Quality of Service reports provide near real-time information on the global health of the account and
RingCentral Video and allows for proactive monitoring and reactive troubleshooting of potential issues. It
gives you the ability to anticipate and diagnose call quality issues impacting your users globally before they
escalate to critical problems.

To access Quality of Service reports:

1. Click the Reports tab from the Admin Portal.
2. Click Analytics.
3. Click Quality of Service.

The Quality of Service page contains the following tabs:

e Overview: This tab enables you to:
o Monitor overall account level quality proactively.
o Monitor audio stream quality on top Geo locations.
o Monitor patterns of audio quality for top ISPs and Endpoints.
o Understand the impact of meeting stream volume on quality.
o Filter quality information with different dimensions.

e Extensions: The Extensions tab features QoS analysis by user name or extension. It displays the
aggregate data for an individual user, allowing for a much deeper analysis of the call and
RingCentral Video meeting quality by leveraging user-specific graphs and trends.

e Calls: The Calls tab lets you view call quality data at a per call level so that you can identify specific
quality issues.

e MOS Performance: The Mean Opinion Score (MOS) Performance dashboard provides an overview
of call quality levels based on the minimum and target MOS thresholds for the previous month.

e Meetings: This enables you to:

o Reactively troubleshoot when their employees report issues with their meetings.
o List down arecord of all meetings held within the selected timeframe.
o Filter by various dimensions to be able to narrow down the list of records.

L 4

Home Users Phone System Meetings Reports v Billing More

Call Log

Meetings Reports

| Analytics

Q

() Adoption & Usage (5D
3§ Company Numbers

[ Meetings Dashboard

£ Performance Reports

CC:D Quality of Service
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Rooms and Devices reports

The Rooms & Devices report provides admins the ability to proactively monitor the global health of the
company’s RingCentral Rooms and hard-phone infrastructure. The report can be used to identify issues
impacting users regarding service availability of Rooms and hard-phones.

The rooms part of this report provides an overview of the rooms' conditions over time, providing the trends
and patterns of the devices. It provides data about the rooms' location, health, and status. It also gives
information about the Host and Controller's model, operating system, app version, and status.

The Rooms & Devices page contains the following tabs:

e Overview: Provides the admins with visibility into the current state of RingCentral Rooms and
hard-phones globally.

e Rooms: Lets you filter data by name, location, date range, room health, room status, ISP, Host’s app
version, and Controller’s app version. This section is divided into 2 parts, Health Trend and Rooms
list.

e Devices: Provides a list of offline devices with detailed information now and in relation to a historic
(within the last 7 days) time period, to allow users to see the offline devices overtime

e Unprovisioned Devices: Devices that were recorded in the RingCentral system, but have never
been set up.

To access Rooms & Devices:

1. Click the Reports tab from the Admin Portal.
2. Click Analytics.
3. Click Rooms & Devices.

Creating analytics alerts

The RingCentral Analytics Portal allows you to create alerts based on your analytics data.

To create an alert, follow these steps:

Click the Reports tab from the Admin Portal.

Click Analytics.

Click Alerts.

Click Alerts List, then click Create New. For first time setup, click Create New in the middle.
Configure the parameters of your alert.

kbR

a. General Information: Enter the Alert Name and Alert Severity.
b. Alert Trigger: You can set your Target, Target Value, Trigger, Condition, Threshold,
Monitoring Timeframe, and Alert Frequency.
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c. Advanced Options: Monitor your specific endpoints, day of the week, time of the day, or

over a minimum call leg volume.
d. Delivery Channel: You have a choice to receive your alert notifications via email or

RingCentral app.

e. EditSettings: Alert owner canrestrict access to an alert to View only (locked alert) or
Edit (unlocked alert).

6. Click Create Alert.

Home Users Phone System Meetings

Reports v

Call Log

Meetings Reports

e Analytics

Billing

More

RingCentral

() Adoption & Usage

$#  Company Numbers
(R Meetings Dashboan
A Performance Repor

Gb Quality of Service

Alerts

9 Subscriptions

16

Create New Alert o

General Information

ALERT NAME
ALERT SEVERITY
Alert Trigger
TARGET
TRIGGER

CONDITION

MONITORING TIMEFRAME

ALERT FREQUENCY

Advanced Options

ENDPOINTS FOR MONITORING
7 of 7 Endpoints

MONITORING HOURS
Days 12:00 AM - 11:59 PM
MINIMUM LEG VOLUME

0

Delivery Channel

DELIVERY CHANNEL

RECIPIENTS

Editing Settings

Only Owner can edit this alert

Cancel

TARGET VALUE

THRESHOLD
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Creating report subscriptions

Subscriptions provide a way for you to automatically generate reports and send them via email to recipients.
For example, if you would like a report generated that shows the number of calls that were abandoned while
the caller was put on hold, you can do so with a subscription setting for a Queue Report.

To make use of the Subscription feature, you must first save a generated report. After that, you can use the
Subscription page to send the report via email.

To save a report for the example given above:

Click the Reports tab from the Admin Portal.
Click Analytics.

Click Performance Reports, then select Queues.
Click Select KPIs.

Tick the box for # Abandon (Hold)

Click Done.

Click Save in the upper right.

Enter a report name.

Click Save.

0 O NOUA WD R

To create a subscription:

Click the Reports tab from the Admin Portal.

Click Analytics.

Click Subscriptions.

Click Create Subscription.

Under General Information, enter the subscription name. Click the dropdown menu for Report
Type and select (from the example above) Performance Report. Click the dropdown for Report and

ko bdpE

select the name of the report you saved. Note that only reports you have generated are available to
you in this list.

Select the tabs.

Select the Email Delivery Schedule.

Select the File Type to be generated.

Enter the email address for the recipient of the report in the Email the report to field. You can

0 © N o

specify more than one email address by clicking the plus sign (+) and adding other email addresses.
10. Click Create Subscription.

Subscriptions should be created on reports that have preset date-time windows such as yesterday, last
week, last month, etc., in Performance Reports. Saving a report with a custom date range with specific dates
will result in the recipient receiving the same report repeatedly. The user who created the Subscription
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Report has exclusive permissions to see, edit, and delete the subscription. No other user will have access to
the subscription.

Home Users Phone System Meetings Reports v Billing More

Call Log

Meetings Reports Apps
@ - Analytics [ | D
- RingCentral b

& EEE App Gallery
Communicate Toge|
Edit Busine{ (4 Adoption & Usage ndling & Sel Caller ID Publish Gompany Info fo Directory RingCentral comm
Assistance solutions with the bt
$&  Company Numbers @ today and tomorrow
(X Meetings Dashboard @ Create New Subscription
£ Performance Reports General Information
& General Information
-~ SUBSCRIPTION NAME
© quality of Service o SUBSCRIPTION NAME
a REPORT TYPE R
O Alerts Performance Report
> REPORT
. © RepoRT
(=) Rl Abandon Rate
1 Email Delivery Schedule
TABS
FREQUENCY No Selected Tabs
‘ = Tabs
EVERYDAY HOUR AM/PM
Queues
File Type Users
FILETYPE
I
Excel Calls
Email the report to Cancel
Cuanl
EMAIL

Create Subscription Cancel
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The Billing tab leads to menus for managing your Usage, Calling Rates, Meetings (including licenses), and
Device Orders. View and edit your service plan, payment information, international calling plans, and cost
center codes here.

If enabled for your account through RingCentral support, you will also see a Professional Services menu item
in the Billing tab.

Note: Billing is an administrator function only. This option is not available to standard users.

Overview page

The Overview page of the Billing tab contains information about your service plan, additional services, and
payment information. This is the landing page of the Billing tab.

Admin Portal ~ 88
Home Users Phone System Meetings Reports v Billing More (]
£ Biling v Billing » Overview
Overview
Service Billing Detail Ym‘_r Fan General Usage Credits ©®
::l RingCentral
Billing History Premium
| Current Plan Usage: 10 minutes / Unlimited Available Account Credits: $0.00
Change | Cancel
HevEeatMethod Paid SM$S Usage: View Log Pending Credit: $0.00
B Licenses & Inventory Status: Mobile Users: View History Free Service Credit: $0.00
Billing Cycle: 11/28/2020 - 12/27/2020
(B Usage View All Usage Detail
Billing Plan Monthly Change
@ Calling Rates >
Services View Details Auto-Purchase @ Payment Method
&/ Purchase
Monthly Charges $723.87/month
W« Meetings > Next Billing Date 12/28/2020 Calling Credit Package: $20.00 Payment Type: Credit Card
(equivalent to 513 Plan minutes at 4¢ or 6,667
Card Number: JOOCK-OOK-XXXX-1111
Device Orders API credits at 0.3¢)
Upcoming Charges $723.87 Card Type: Visa
(Fees and Taxes excluded) Expiration Date: 12/2032
Billing Date: 12/28/2020 Change View Detail
Billing History
Date Reference # Description Amount Status
11/28/2020 2583543002 Recurring State. $894.40 Paid in Full
11/25/2020 2550470002 Change Order $0.74 Paid in Full
10/28/2020 1758189001 Recurring State. $888.87 Paid in Full
View Full Billing History
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Managing your service plan

Viewing/changing service plan

> bdpe

Click here to open the

Click the Billing tab from the Admin Portal.
On the Overview tab, the service planis under Your Plan.
Click Change to open the Upgrade Subscription window.
RingCentral Plans and pricing page. To proceed with changing your Service

Plan, contact RingCentral Support.
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(#) Billing

e | Owerview

Senice Billing Detail
Billing History
Payment Method
s Licenses & Inventory
(® Usage
@ Calling Rates
w Purchase
e Meetings

Device Orders

Home Users Phone System

Meetings Reports v Billing

Biling » Overview

Status:

Billing Cycle

Billing Plan:

“Your Plan
RingCentral Office
Premium

Change | Cancel

11/28/2020 - 12/27/2020

Monthly Change

More

General

o Upgrade Subscription

To learn more about Advanced Editions features,

click here

OK
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Canceling your service plan

A 0N e

. Click the Billing tab from the Admin Portal.
Under Your Plan, click Cancel.
Follow the instructions on the Cancel Service Plan window.
. Click Close.
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Home:

Users Phone System

Billing

Oveniew

Senvice Billing Detail

Billing History

Payment Method

Licenses & Inventory

Usage

Calling Rates

Purchase

Mestings

Device Orders

Biling » Overview

Status

Billing Cycle:

Billing Plan

Meetings

our Plan

Reports v Billing

RingCentral
Premium

Change

Cancel

Active

11/28/2020 - 12/27/2020

Monthly Ct

© 2023 RingCentral, Inc. All Rights Reserved

More

Cancel Service Plan

Are you sure you want to cancel your RingCentral Office Premium service for (650) 204-31482

If you cancel, your RingCentral account, including all of the following, will be deleted

« All messages (voicemails, text messages, faxes)
» All recorded meeting sessions in cloud storage

* Your settings (customized greetings and voicemails, hold music, call routing rules, etc.)

» Your call history
* Any contacts stored with RingCentral

If you would like to save any reports or statements, you should do so before you cancel. Once your account is cancelled

your RingCentral phone number(s) will be immediately disconnected.

In order to finalize your cancellation, please call (866) 733-0810 or (925) 271-7320 outside of the United States for
assistance in account verification and secure termination of your RingCentral service. Thank you for using

RingCentral.

o Close
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The Auto Purchase feature ensures you will never run out of calling credits. The selected package will be

automatically purchased when you are running low on calling credits, which prevents any potential

interruption of service. Purchased funds will roll over month-to-month for up to 12 months.

To view and select options for auto-purchase:

AP bd e

Click the Billing tab from the Admin Portal.
Click Change under Auto-Purchase.

Select the Calling Credits Package you wish to purchase.
Click Save.

@

1]

Home

Users Phone System Meetings Reports v Billing
Billing Billing » Overview
Overview
& i Your Plan
ervice Billing Detai .
E RingCentral

Billing History Premium
Payment Method Change | Cancel
Usage Status

Billing Cycle 02/28/2020 - 02/27/2021
Calling Rates

Billing Plan Annual Change
Meetings

Device Orders

Services View Defails

Annual Charges $8,817.48/year

Next Billing Date: 02/28/2021

$8,817.48

(Fees and Taxes excluded)

Upcoming Charges.

Billing Date 02/28/2021

More

General Usage
Current Plan Usage: 3 minutes / Unlimited

Paid SMS Usage: View Log

Mobile Users: View History

View All Usage Detail

Auto-Purchase ®

Calling Credit Package: $20.00
(equivalent to 513 Plan minutes at 4¢ or 6,667

API credits at 0.3¢)
e Change

Admin Portal ~ 838 @
(

Credits ®

Available Account Credits: $0.00
Pending Credit: $0.00

Free Service Credit: $0 00

Payment Method

Payment Type: Credit Card

Card Number: X0OOCX000C-XOK- 1111
Card Type: Visa

Expiration Date: 03/2030

View Detail

Auto-Purchase

Auto Purchase feature ensures you will never run out of calling credits. The selected package will be automatically

purchased when you are running low on calling credits, which prevents any potential interruption of service. Purchased

funds will roll over month-to-month for up to 12 months

Calling Credits Package (O

® $20.00 (equivalent to 513 Plan minutes at 4¢) @

(O $100.00 (equivalent to 2,565 Plan minutes at 4¢) ©

Cancel
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Viewing your Service Billing Detail

The Service Billing Detail tab contains information about your next billing date, service name, discounts, and
charges.

1. Click the Billing tab from the Admin Portal.
2. Select Service Billing Detail.

@ e

Pz Users Frare Syt Uetng Peport B there fen ot -

iy Barg ¥ Cating Fates % QuiBound Rates

o Usage
Chensfe] bio'u) Bl i gy W) L) S TR (v Ty i POl ol i O i el T S0 e Wb Y Py Ol
B Caling Fasies - niprmeatonal caling ko wpecilc desdnaborm i sl iong dedlencs chaegen

e a
G Casom] Rl ) tematonat Categ Iradgrrabond SM%. 1) o

Iniboured Fmden
e Hades e
[ ]
[ﬂ S Tatet el tn Trps Prefa Call Byle’ AN Eala' A na

- AN Ly [T (5 =1 5]
e -] ALy H o ul v L
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Viewing your Billing History

Billing History contains a list of your billing transactions and billing statements.

To view your billing history:

1. Click the Billing tab from the Admin Portal.
2. Click Billing History.

Click View at the far right to view and print your billing statement for the specified month

274

Home Users Phone System Meetings
[# Billing v Biling > Billing History
Overview
Searct
Service Billing Detail caren
Billing Hist:
e | e Al Date Reference #
Payment Method
07/31/2020 950788001
(® Usage
07/29/2020 1840491002
@ Calling Rates >
07/26/2020 1804542002
W« Meetings >
02/28/2020 410615001
[E Device Orders

Reports v

Billing More

Q

Slatus

Description

Change Order

Change Order

Change Order

Recurring State

Amount

$394.21

$298.90

$41.17

$10,278 96

Payment Method

Visa [1111]

Visa [1111]

Visa [1111]

Visa [1111]

T

Admin Portal ~ 338

Status

Paid in Full

Paid in Full

Paid in Full

Paid in Full

©

@

Print

File
View

View
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The Payment Method contains the credit card information attached to the RingCentral account. You can
change your organization's credit card information or payment method via your RingCentral online account.

You can also add a backup credit card.

Service Billing Detail

Billing History

(® Usage
@ Calling Rates
W« Meelings

[E Device Orders

Payment Information e

Card Number @

JOOKXXXX-XXXX-1111 Visa

Expiration Date

03/2030

Billing Address

First Name
Contact Phone
Country
United States

Additional address (Optional)

State/Province

California

1. Click the Billing tab from the Admin Portal.
2. Click Payment Method.
3. View your Payment Information and Billing Address.
4. Click Edit.
5. Edit your card details and billing address.
6. Click Save.
o Admin Portal ~ 388
Home Users Phone System Meetings Reports v Billing More i @
& Biling Biling » Payment Method + Add Backup Credit Card
Overview

o o

Last Name
Contact Email

Street Address
20 Davis Dr
City

Belmont

Zip Code

94002-3002

© 2023 RingCentral, Inc. All Rights Reserved
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Updating your credit card information

As an admin, you can update or edit the credit card that’s linked to your RingCentral account.

RingCentral accepts the following payment methods: Visa, MasterCard, AmericanExpress, and Discover. In
the EU and UK, you can pay with direct debit.

To choose your payment method:

Sign in to the Admin Portal.

Go to Billing > Payment Method.

At the top right, click Update to edit your card’s information.

If you have two or more cards linked, select the tab for the card you want to update, then click Edit.
Enter your card details and billing address.

Click Save.

S e o

Removing a credit card

As an admin, you can delete credit cards that are linked to your RingCentral account. You can only do this if
you've linked two or more cards to your account.

Sign in to the Admin Portal.

Go to Billing > Payment Method.

Select the tab of the card that you want to delete.
Click Remove.

O bdpR

Adding a backup credit card

Credit card charges can sometimes be denied because of issues with expiration dates, fraud, or other
matters. Setting up a secondary credit card will prevent your account from being suspended in case your
primary card is compromised.

Sign in to the Admin Portal.

Go to Billing > Payment Method.

At the top right, click Add Backup Payment Method.

Enter your payment information and billing address.

Under To be used for, select either All charges or Only recurring and calling credit charges.
Check the box to authorize the charges, then click Save.

A A
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Adding an alternate payment method

You can also add an alternate payment method, such as direct debit, to your RingCentral account.

Note: If you'd like to pay with direct debit but don’t see that option in your online account, contact
RingCentral Support.

Sign in to the Admin Portal.

Go to Billing > Payment Method.

At the top right, click Add Alternate Payment Method.
Select Direct Debit.

Enter your payment information and billing address.
Check the box to authorize the charges, then click Save.

S e o

© 2023 RingCentral, Inc. All Rights Reserved
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Licenses & Inventory

The Licenses & Inventory tab provides an overview of licenses and devices on your account in one place. You
can filter by product category, cost center, and site.

To access Licenses & Inventory:

1. Click the Billing tab from the Admin Portal.

2. Click Licenses & Inventory to display a list that shows Product Name, Total, In-Use, Available, and
Actions.

3. Inthe Actions column, click the dropdown arrow to show additional details.

n Admin Portal ~

Home Users Phone System Meetings Reports v Billing More
[ Billing > Licenses & Inventory
el E:E Licenses & Inventory
Below is a list of licenses and devices you have on your account. You can filter them by product category, cost center and site to check inventory
(™ Usage
Note: Licenses can be used across sites, full-paid devices can be used across cost centers.
@& Calling Rates >
ear L {
¢/ Purchase
B Meetings ’ Product Name Total In-Use Available Actions
[ Device Orders
e Office Licenses 9 9 0 ~
Domestic DigitalLine Unlimited 9 9 0
o Additional Local Numbers 4 4 0 ~
Domestic 4 4 0

Desktop Phones 17 16 1 ~

E Cisco 7841 Gigabit Business Phone 5 2 0
Purchased
Cisco 8861 Gigabit Color Business Phone with 1 Expansion Module " 1 0
Purchased
LH Cisco 8861 Gigabit Color Business Phone 1 1 o
Purchased -

=)
o

G Common Lines 9

Rooms 1 0 1

International Calling Credits Bundles
$300

© 2023 RingCentral, Inc. All Rights Reserved
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Managing licenses

You can view, upgrade, downgrade, download, and delete licenses and devices of users in your company’s

RingCentral account.

To view your users’ active licenses:

PO bdpe

Click the Users tab from the Admin Portal.

Click Users with Extensions.

Hover on the user you want to manage then select the license under the Licenses column.
This will open the license details, including the License name and quantity.

To update your users’ licenses:

PO bdpe

Click the Users tab from the Admin Portal.

Click Users with Extensions.

Hover on the user you want to manage, then click the more button at far right.

Click Edit licenses and select the license you want for the user. You can also select Add-on licenses if
applicable to the license you are selecting.

Note: You can only upgrade a user to an available license in your inventory. If you don’t have
available licenses, you will need to purchase a new license.

Click Update.

Note: The license of a downgraded user will be placed in the license inventory for future use.

To download licenses from inventory:

1. Signinto the RingCentral Admin Portal.
2. GotoBilling > Licenses & Inventory.
3. Click Download Licenses.

© 2023 RingCentral, Inc. All Rights Reserved
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Licenses & Inventory

Below is a list of licenses and devices you have on your account. You can filter them by product category, cost center and site to check inventory

Note: Licenses can be used across sites, full-paid devices can be used across cost centers.

Search Y
Product Name Total In-Use
o MVP Licenses 1005 61
o Additional Local Numbers 39 39
e Additional Toll-Free Numbers 16 16

4, Check the box next to the name of the license(s) you want to download.

280

(3]
<

1 Download Licenses

Available

a. You canclick the Product Category dropdown to select or search for license types.

Download Licenses

1 Select Licenses 2 Enter Email

Product Category ~ |

2 Product Name Total
|°|o MVP Licenses 1005
O o Additional Local Numbers 39

O o Additional Toll-Free Numbers 16

5. Click Select.
6. Enter the email address where you want to send the license.

In-Use

61

39

Available

944

Note: The email may take up to 15 minutes to arrive, depending on the size of your account.

7. Click Send.

© 2023 RingCentral, Inc. All Rights Reserved
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Download Licenses
v Select Licenses 2 Enter Email

Send to email

Note: depending on how large your account is, the email may take up to 15 minutes.

To delete additional local numbers or additional toll-free numbers:
1. GotoBilling > Service Billing Detail.
2. Look for Additional Local Numbers or Additional Toll-Free Numbers, then click the More menu
icon under Actions.
3. Click Delete.
Select the license that you need to delete, then click Next. (Note: Only unassigned licenses can be
deleted.)
Specify how many licenses you want to delete, then click Next.
Review selected licenses, then click Delete.
If you have reserved numbers in inventory, you may be asked to delete extra numbers (optional).

© N o w»

Check if your billing details has changed. (You may be prompted to accept a billing pre-statement if,
for example, the removal of one or more licenses causes a credit return on an annual account.)

Viewing your usage

The Usage tab includes your total used plan minutes for the current billing cycle, SMS log, mobile users,
available included credits for your account, international calling credits, and purchased calling credits.

To view your Usage:

1. Click the Billing tab from the Admin Portal.

2. Click Usage.

3. Under General Usage, the Current Plan Usage shows how many minutes you have used on your
account’s Unlimited Usage.

4. Click View Log for Paid SMS Usage to filter and display the SMS logs of the account.

5. Calling Credits shows the remaining minutes on your account. The number of minutes depends on
the type of plan you have.

6. Click View Rates on Purchased Calling Credits to show the available purchased calling credits on
your account.

© 2023 RingCentral, Inc. All Rights Reserved
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Home

=] Billing

Usage

Users

@
@ Calling Rates
W

Meetings

Device Orders

Phone System

Meetings

Usage

General Usage

Current Plan Usage: 3 minutes / Unlimited o

Paid SMS Usage: View Log

Reports ~

Mobile Users: View History e

More

Admin Portal ~ 28

Credits e

Calling Credits: $97 50 available (2,500 Plan Minutes), Add Bundle

International Calling Credits: None, Add Bundle

Purchased Calling Credits: $0.00 available View Rates o

Downloading the SMS log

You can download a SMS log that is complete and accurate to better manage company resources.
Go to Billing > Usage.
Select View Logs next to Included SMS Usage.

1.

Home  Users

SMS Log

Direction

Outbound

Inbound

Outbound

Outbound

Inbound

Outbound

Outbound

Outbound

Inbound

Inbound

2.
3.
4.
5.
6.

Click Download.

Filter entries by your specified date (ex. 30 days).

Click Download.

Click OK.

Download History

Type

Domestc

Domest

Domestic

Domestc

Domestc

Phone System

sms

cSMS

sms

esic SMS

Domesic

Domesc

Domest

sms

sms

=

Mootings

Reports

Last 7 days

+1(850) 3627923
Martin -Landscampor

+1(805) 3414030

+1 (650) 3627523
Matn -Landscampor

+1(575) 5180054

Biling  More

SMS Log

T Date/ Time

Yosterday 429 AM

+1(650) 3627923
Martin -Landscamper

Yosterday 418 AM

+1(808) 7589777 Yostorday 330 AM

4030 081372022900 PM

+1650) 3627923 081312022 900 PM

Martin -Landscamper

081372022 857 PM

081372022 856 PM

081372022 855 PML

+14850) 3627923
Martin -Landscamper

08/13/2022 7.56 PM

© 2023 RingCentral, Inc. All Rights Reserved

Cost

o85¢

o85¢

o8se

085¢

4 Down)

View this
screen for
details

Page 1

Standard dialog

Download SMS log

Filter entries by date

Last 30 days [

Your download will appear as a zipped CSV file.

Cancel Dawaload

Download started

‘Your SMS log download has started.

When the file is ready, it will be available to download
for 48 hours on the Download History page.

OK

Land on download history tab



RingCentral MVP | | Billing
283

Viewing mobile user history

A virtual extension is a user extension without an assigned digital line. Virtual extensions forward incoming
calls to mobile phones, extensions, or other external numbers and allow for limited outbound dialing. It
becomes a Mobile User extension if it makes or receives ten or more calls in a given month (billing cycle).

To view the mobile users in your account:

Click the Billing tab from the Admin Portal.

Click Usage.

Click View History on Mobile Users.

Review the page for the number of mobile users.

Filter your view and click Apply.

View the Renewal Period, Name, Extension, and Number of External Calls.
Click Done.

No oA~ LDhR
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Home Users Phone System Meetings Reports v Billing More
3 Biling > Usage
(® Usage
General Usage
@ Calling Rates >
M« Meetings > Current Plan Usage: 3 minutes / Unlimited

Paid SMS Usage: View Log
[E Device Orders

Mobile Users: View History

Mobile Users History x
Filter by: Billing period ~ Billing period: Current ~ Al Select Ext
Reset Apply
Renewal Period Name Extension Number of External Calls
Total: 0 Show: 25 v <1 >
Send a report with detailed information to email
Email
Send
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Adding calling credits bundles

The Credits section in the Usage tab contains your calling credits bundle and international calling credit
bundle.

To add Additional Bundles:

1. Click the Billing tab from the Admin Portal.
2. Click Usage.
3. Toadd atoll-free minute bundle:

a. Click Add Bundle on Calling Credits.

b. Select toll-free minutes bundle from the dropdown list.

c. Click Next.

d. Confirm your purchase.
4. Toadd aninternational calling credit bundle:

a. Click Add Bundle on International Calling Credits.

b. Select the international calling credit bundle from the dropdown list.
c. Click Next.
d

Confirm your purchase.
o Admin Portal ~ 8§ @
Home Users Phone System Meetings Reports v Billing More *
[ Biling > Usage
e (™ Usage
General Usage Credits
& Calling Rates >
W« Meelings > Current Plan Usage: 3 minutes / Unlimited Calling Credits: $97 50 available (2,500 Plan Minutes), Add Bundle e
Paid SMS Usage: View Log International Calling Credits: None, Add Bundle
[ Device Orders
Mobile Users: View History Purd

Select Toll-Free Minutes Bundle X

Select Toll-Free Minutes Bundle

None (Free) v

Note: bundles are in addition to any toll-free usage included in your account

Cancel

Select international bundle

Select international bundle

None (Free) v

NOTE: Additional international calling usage will be billed at standard
international rates

NOTE: Bundles are on top of any international calling usage included in your
account

NOTE: For fraud protection, your daily and monthly paid calling limits are
restricted and could not exceed 1000 and 50000 respectively (subject to the
additional International calling bundle added to your account). Call Customer
Care at (888) 898-4591 fo increase the limits if your paid call usage is higher
than those limits.

Cancel
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Managing Calling Rates

The Calling Rates tab under Billing contains international calling rates and premium domestic rates.

Enabling international calling and SMS

Click the Billing tab from the Admin Portal.

Click Calling Rates.

Click Outbound Rates.

Toggle on the switches for International Calling and International SMS.

You can search for the country to view the call rate and SMS rate.

To disable a specific country, do one of the following:
a. Tick the box beside the country, click Disable, and click Yes on the Confirmation window.
b. Click the More kebab icon at the far right of the country under Actions, click Disable, and

click Yes on the Confirmation window.

S L o o o

o Admin Portal +~ 888 @
o

Home Users Phone System Meetings Reports v Billing More

Billing > Calling Rates >» Outbound Rates

Outbound long distance rates apply when calling international destinations from your RingCentral phone lines or when using the Call Me feature. You may disable
international calling to specific destinations to avoid long distance charges.

El
(® Usage
& Calling Rates v

6 Outbound Rates ( International Calling (& International SMS (@ o

Inbound Rates

Search Q Status v
Premium Rates
>

Meetings

O Status Calls to* Type Prefix Call Rate™ SMS Rate™ Actions

O [/] Afghanistan Mobile 937 38¢ 15¢
0[] [/] Afghanistan Regular 93 28¢ 15¢

Device Orders

© 2023 RingCentral, Inc. All Rights Reserved
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Viewing inbound rates

The Inbound Rates tab shows the rates when you receive calls to your RingCentral local or toll-free number
from specific countries.

To view the Inbound Rates:

1. Click the Billing tab from the Admin Portal.
2. Click Calling Rates.
3. Click Inbound Rates.

Admin Portal ~ 88
Home Users Phone System Meetings Reports v Billing More )
[#) Biling > Calling Rates » Inbound Rates
(® Usage
The following inbound rates are applied when you receive calls to your RingCentral local or toll free number in countries listed below. Adding international local or toll
% Calling Rates “ free numbers allows you to have an easy to reach local presence in many different countries without having to set up local phone plans. International local and toll free
numbers can also be used for premium conferencing numbers.

Outbound Rates

ol Inbound Rates Search Q

Premium Rates

Calls from Type Country Code Call Rate*
MW« Meetings >

Algeria Local 213 12.4¢
[E] Device Orders

Angola Local 244 9¢

Viewing premium rates
The Premium Rates tab shows the premium domestic rates.

To view the Premium Rates:

1. Click the Billing tab from the Admin Portal.
2. Click Calling Rates.
3. Click Premium Rates.

n Admin Portal ~ 58§ @
d

Home Users Phone System Meetings Reports v Billing More

£ Billing > Calling Rates » Premium Rates
(™ Usage
In the US / Canada, premium domestic rates apply when you receive an incoming call from Alaska or Hawaii to your foll free number. You may disable inbound calls
% Calling Rates o from Alaska and Hawaii to your toll free numbers to avoid incurring premium charges.
Quiboundlitatos Status  Calls from Type Country Code Inbound Calls to Toll Free Num... ©  Actions

Inbound Rates
o Hawaii Regular/Mobile 1 39¢
I Premium Rates
(] Alaska Regular/Mobile 1 39¢
W<« Meetings >

[E Device Orders
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Managing Purchases in the Billing tab
The Purchases tab gives you a catalog of purchase options in one convenient place.

1. Click the Billing tab from the Admin Portal.

2. Click on Purchase for an overview of purchase options.

3. Clickonany tile to see relevant purchase options, or use the Search field to type in your search
criteria.

o Admin Portal ~  §88 @
Home Users Phone System Mestings Reports v Billing More (]

(&) Billing > Purchase

Ei Licenses & Inventory

Search i -

(™ Usage
@ Caling Rates >
el w Purchase
[+ 1}

W« Meetings >

Device Orders

User Licenses Additional Phone Numbers Devices Meeting Add-Ons
User domestic and global Domestic. global and toll-free Device purchase and rental Large capacity meetings and
licenses additional numbers webinars

Usage Bundles Company Phones Lines Rooms Licenses
Minute bundles, calling credits Common area phones Video conference solution
and more
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4. Click Add to Cart in the lower right corner to add your selection to your shopping cart.

5. Tobuy additional products, click Back in the upper left corner of the pane to return to the Purchase
overview page and continue shopping.

6. Or,click on the shopping cart icon at the upper right corner to access your shopping cart.

-

E3) Biling < Back User Licenses

[ Licenses & Inventory e
Y Search HH !2
(® Usage 1]

& Calling Rates >

&/ Purchase

M« Meetings > o
Device Orders
Office Licenses

From $419.88/year
or $34.99/month

o Office Licenses X

Details Select Country
An all-inclusive business phone solution with enterprise-grade voice, fax, text, conferencing and video
meetings United States v

Zone: Domestic DigitalLine Unlimited

$419.88/year
or $34.99/month

o Add fo Cart
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Using the Shopping cart to check out

When you're finished shopping and are ready to check out, click on the shopping cart icon in the upper right
corner. A Review Items and Checkout window displays to lead you through completing the process. The
screen may vary depending on your selections.

Review Items

Review your purchases, change quantities or delete items.

Review Items and Checkout &
1 Review Items 2 Assign Site 3 Add Shipping Info 4 Review Order 5 View Statement

Product Name Price per ltem aty Total Price Actions
Recurring ltems (2)

Office Licenses $419.88/year P $419.88/year Delete

Domestic DigitalLine Unlimited - United States $34.99/month $34.99/month I

Webinars $400.00/year $400.00/year

1 Delet
B Webinar 100 $33.33/month + $33.33/month peee
One-time Purchase Items (5)
0 Cisco CP6821 Business IP Phone

gﬁ New Phone, United States $98.00 -5 F $495.00 Delete

Recurring $819 88/year ©
One-time Purchase $495.00

Today's Estimated Total™ $1,314.88

**This price does not include calculations for prorated amounts, taxes, fees, and/or shipping.

Back Next

Assign Site

In this pane, you can choose a site to which you want the new assets assigned. Use the Select Site dropdown
field in the upper right, or use the dropdown in the Site column. Assign all assets to the same site, or choose
Split in the Actions column to allocate resources to different sites. Click Assign to Selected, then click Next.

© 2023 RingCentral, Inc. All Rights Reserved



RingCentral MVP | | Billing

Review ltems and Checkout &
+ Review ltems 2 Assign Site 3 Add Shipping Info 4 Review Order 5 View Statement
Select Site
Assign Site to Items (5) Select Site v
O Product Name Site Qty Actions
O ﬁ Cisco CP6821 Business IP Phone Select Sit 5 Split
v
New - United States clect =it o
Back

Add Shipping Info

Choose a ship-to address from the Select Shipping Address dropdown. Choose Edit to modify an existing
address or New to add a new address. In the Attention to field, add a recipient name. Choose a shipping
method from the Select Shipping Method dropdown. Check the box to the left of the entry you want to
assign. Choose Split in the Actions column to allocate purchases to more than one recipient. Click Next.

Add Shipping Info x

+ Review ltems + Assign Site 3 Add Shipping Info 4 Review Order 5 View Statement

Auto-assign the shipping address based on Site address. Attention to and Ground Shipping will be the default. | Auto Assign

Select Shipping Address Attention to Select Shipping Method

20 Davis Dr, Belmont, CA, 94002-3002, United States v | Edit | New Something New Ground ~ Assign to Selected -

Add Shipping Info to ltems (5)

O Product Name

Qty Actions

Cisco CP6821 Business IP Phone 4 Solit

New - United States P
O Cisco CP6821 Business IP Phone 1 + Remove Solit

New - United States o

Shipping Groups
Add Shipping Info Attention to Shipping Method DeviceQty Actions
No shipping groups has been created yet
Back
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Review Order
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The Review Order pane shows an itemized list of purchases for the current order and their cost breakdown.
Click the checkbox next to the acknowledgement at the bottom of the pane, then click Next.

Period

02/28/2020 - 02/27/2021

02/28/2020 - 12/16/2020

02/28/2020 - 02/27/2021

02/28/2020 - 12/16/2020

(One time charge)

(One time charge)

Taxes

€911 Service Fee

FUSF (VoIP)

Total Taxes and Fees:

Sub-total

secure server.

> State and local taxes and fees

Total Charged to Credit Card:

Review ltems and Checkout

v Review ltems v Assign Site + Add Shipping Info 4 Review Order

Charges and credits

DigitalLine Unlimited (new purchase)

DigitalLine Unlimited - Prorate Adjustment

RingCentral Webinar 100 (new purchase)

RingCentral Webinar 100 - Prorate Adjustment

Cisco CP6821 Business IP Phone

Shipping & Handling Fees: US - Ground

Compliance and Adminisirative Cost Recovery Fee

Compliance and Administrative Cost Recovery Fee - Prorate Adjustment

€911 Service Fee - Prorate Adjustment

Total charges after discounts and prorates

* Prices do not include taxes, fees or discounts

5 View Statement

Unit Price Quantity
$419.88 1
($336.13) 1
$400.00 1
($320.22) 1
$99.00 5
$6.05 5

Charges after Discounts and Prorates:

Taxes after Discounts and Prorates:

Back

Amount

541988

($336.13)

$400.00

(8320.22)

$495.00

$30.25

$688.78

Amount

$53.04

$48 .00

($38.43)

$12.00

($9.61)

$4.09

$69.09

$688.78

$69.09

$767.87
$757.87

All charges will appear as "RingCentral, Inc" on your credit card statement and will be charged to the credit card on file for this account. Your credit card information is encrypted and processed on a

| acknowledge that | have read this information and understand the itemized charges listed above. | authorize the total amount of $757.87 to be charged to my credit card ending in [*1111]. | further
authorize the monthly recurring charges of $819.88* beginning on 02/27/2021 and continuing until canceled, which is in addition to my regular charges

Next
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The View Statement pane shows a summary of all purchase and account details for your order. Click Print to

keep a hard copy for your records. Click Done to complete the transaction.

Review Items and Checkout

> State and local taxes and fees

Compliance and Administrative Cost Recovery Fee

Compliance and Administrative Cost Recovery Fee - Prorate Adjustment

€911 Service Fee

€911 Service Fee - Prorate Adjustment

FUSF (VolP)

Total charges after discounts and prorates:
Total Taxes and Fees:
Sub-total

Total Charged to Credit Card:

v Review Items v Assign Site v Add Shipping Info + Review Order 5 View Statement
Account Number: (409) 240-2563 Billed To Pay To
Service Plan: RingCentral Office Premium
Statement Date: 12/16/2020 RingCentral RingCentral, Inc
Something New 20 Davis Dr
Paid By: Visa[1111] 20 Davis Dr Belmont, CA 94002
Belmont, CA 94002-3002 USA
Reference#: 2444893002 USA
Period Charges and credits Unit Price Quantity
02/28/2020 - 02/27/2021 DigitalLine Unlimited (new purchase) $419.88 1
02/28/2020 - 12/16/2020 DigitalLine Unlimited - Prorate Adjustment ($336.13) 1
02/28/2020 - 02/27/2021 RingCentral Webinar 100 (new purchase) $400.00 1
02/28/2020 - 12/16/2020 RingCentral Webinar 100 - Prorate Adjustment ($320.22) 1
(One time charge) Cisco CP6821 Business IP Phone $99.00 5
(One time charge) Shipping & Handling Fees: US - Ground $6.05 5
Charges after Discounts and Prorates:
Taxes

Taxes after Discounts and Prorates:

Print

Amount
$419.88
(§336.13)
$400.00
($320.22)
$495.00
$3025

$683.78

Amount
$53.04
548 00

($38.43)

$12.00
($9.61)
$4.09
$69.09
$688.78
$60.09

$757.87
§757.87
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Managing meetings in the Billing tab

The Meetings section allows you to manage RingCentral Video, including managing licenses, downloading
software, adding and viewing rooms, and managing settings.

RingCentral Rooms licenses

RingCentral Rooms offers a convenient way to start, join, and control RingCentral Video meetingsin a
conference room from an iPad or Poly controller. Use RingCentral Rooms to start or join RingCentral Video
meetings which are initiated from different endpoints. RingCentral Rooms supports up to 200 participants
in a single meeting.

RingCentral Rooms requires a RingCentral MVP subscription and add-on licenses for the RingCentral
Rooms conference rooms.

Adding a Rooms license

Click the Billing tab from the Admin Portal.

Click Meetings.

Click Rooms.

Click Add Licenses.

Enter the number of licenses.

Click Next.

Review the charges. Tick the acknowledge checkbox to confirm your order.
Click Next.

© No A WDdNRE

Note: You can add a maximum of 50 RingCentral Rooms licenses at a time. If you plan to purchase more than
50 licenses in bulk, you must break the purchase into several orders.
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Managing device orders

The Device Orders management feature allows you to view past orders and edit those device orders that
are in pending status to change the devices ordered, or the shipping address.

An authorized agent can extend the deadline up to 9 hours from Admin Web after your initial order
placement. You can edit those orders during this hold period. An order can only be modified a single time.
After which, it is submitted immediately to the distributor for processing.

Click the Billing tab from the Admin Portal.

Click Device Orders.

Click Edit Order on a pending order.

Click the pencil icon to make changes. Select the items that you want to change and change the
devices (one or many) to the desired device.

. Once completed, new charges (or credits) are displayed under Phone Order Charges/Credit.
6. Click Next.

AP bd e

Admin Portal ~ 55§ @
~ s

Home Users Phone System Meetings Reports ~ Eilling More

i Do

=] Eiling * Device Orders
(@ Usage
Search Order Time Period: Past 6 months
E Calling Rates >
W Mastings 5 Order Number Order Placed Device Quantity Status Actions
Device Orders 162000027 09F11/2020 10:01 AM 4 Pending Edit Order

Edit Order. 162009027

Original Order

Quantity  Area Code Phone Original Charges*

—
Ia 7
Order Changes
Quantity Area Code Phone New Charges/Credits
I
I
Original Phone Order Charges
One Time Charges Quantity Sub-total Quantity Sub-total
St
Recurring Charges Sub-total Recurring Charges/Credits Sub-total
e Renta i
Total Paid": $857.55 New Sub-total Charges/Credits": $260.00

Cancel Mext
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7. Update the Shipping Address if needed. The shipping charge will be adjusted and will reflect on New

Shipping Fees.

8. You will see a pre-statement and statement with Adjustments for the credits and charges for new

phones.
9. Click Next.

. Click OK to confirm that once submitted, you can no longer update the order.

Update Shipping for Order

Shipping Groups ()

Quantity  Destination Shipping Methad q
400 r_-h.-.- sland Blvd, Ste 700, San Mateo, CA, SROUND View w Change pping
0 Diawv T i ROUND View « Change Shipping
Select shipping for the phones below
Add to Shipping Group 1
Phone Phone Number Assigned Te Ext.
All pihenes assigned 1o shipping groups
Original Phone Order Charges Phene Order Charges/Credits (D
One Time Charges Quantity Sub-total® One Time Charges/Credits Quantity
hones 4 $836.00 MNew Phones
Shipping Fees $21.56
a
Recurring Charges Sub-total® Recurring ChargesiCredits
Phone Rental 0 Mew Phane Rental
Rent edits from Original Order
Total Paid®: $857.55 New Sub-total Charges/Credits*:
arges o e faxes, fees, prorates: and discount

Delete

Delete

Sub-total®

Sub-total®
50,0

(§0.00)
$266.87

D CcED

Notification

Charges 33084
Adjustments
T S — it
83908
Tanes, Charges and Fees
wor 4
o . rw w4
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You are about to make changes to your original order. Each order can
only be changed once. When you submit these changes, your order
will be processed immediately and will no longer be eligible for future
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The order update is complete, and the order status is changed to Submitted. You can click View Order to see

the final order.

Admin Portal ~ 5§ @
More .

Home Users Phone System Meefings Reporls ~ Billing
[y silling > Device Orders

(® Usage

Search Order Time Period: Past 8 months -
¢ Calling Rates >
W+ Mestings 3 Order Number Order Placed ~  Device Quantity Status Actions

Device Orders 162009027 00/11/2020 10:01 AM 4 Submitted
Admin Portal
Home Users Phone System Meefings Reports ~ Eilling More M m @

2 Billin > i
=] g Device Orders
(® Usage

Search Order Time Period: Past 8 months -
& Calling Rates >
W Meetings 3 Order Number Order Placed ~  Device Quantity Status Actions
Device Orders 162009027 00/11/2020 10:01 AM 4 Submitted

Order Details

Package ID: 416008 Status: Subritied Shipping Address:
1400 Fashion Island
e 1 SROL
Request Number: Shipping Speed: GROUND Bivd, Ste 700, San
Number of Device: 2 Tracking Number: Mateo, §4404-2073
View Device List
Package ID: 420008 Status: Submined Shipping Address:
20 Dawvis Dy, Belmont
-1 : GROL
Request Number Shipping Speed: GROUND e

Number of Device: 2 Tracking Number:

View Deviee List
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The Cost Center Management feature allows you to manage and monitor expenses for groups or individuals.

Administrators can assign purchases of RingCentral services to a department or an individual with cost

center codes. Each transaction can be assigned to a specific cost center code that you have created. You can
create cost center codes while you are in process or upload predefined codes.

Click Cost Center Management.
Click Cost Centers.

PO bdpe

how to create one.

Click the Billing tab from the Admin Portal.

5. You will see the Cost Center’s summary, which includes:
a.  Number of users assigned to the Cost Center.
b. The Cost Center’s total recurring charges per month.
c. Billing Items - Assigned: queue/user extensions and DigitalLines.
d. Billing Items - Unassigned and Shared: company numbers.
6. Click See details for the complete list of Billing Items.

Note: To enable the Cost Center Management feature, contact your RingCentral account manager.

Phone System Mestings Reports

Cost Center Management % Cost Centers

W Nestings > | John Smith Company>  Customer Senice

Sales
Shipping

Warehouse

Billing ltems

© 2023 RingCentral, Inc. All Rights Reserved

m

woow w w

Admin Portal ~  §i @
More L]

Customer Service

Cost Center Info

Users

58

Total Recurring Charges

§1.,851.80 / Month

Billing ltems

Assigned (34)

$1,137.22 / Month

Unassigned and Shared (148)

Select an existing Cost Center Code. If you do not have any cost center codes, see the next page on
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Adding Cost Center codes

Click the Billing tab from the Admin Portal.

Click Cost Center Management.

Click Add Cost Center.

Enter your preferred Name and Billing Code (optional).
Click Save.

A wwbde

Note: Administrators can also add a Cost Center Code while processing a transaction. When the
administrator is asked to assign a purchase to a Cost Center Code, there will be a button to Add New Code

the administrator can click.
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In the Admin Portal, the More menu lists many important features for your company’s phone system.

e Audit Trail lets you find and capture changes made by users that affect system events,
configuration, and user accounts.

e Service Status allows Users and Administrators to view any high level service impacting issues on
the RingCentral platform with or without logging in.

e Appearance lets you add your company logo to your RingCentral online account. You can also link
your company logo to your company’s website for smoother navigation.

e Directory Integration allows you to automatically provision users from your Active Directory or G
Suite corporate directory into RingCentral.

e Multi-Site Settings allows you to configure and manage your different office locations under one
account.

e Single Sign-On (SSO) lets employees in a company access multiple applications with one set of
credentials. RingCentral SSO supports the Kerberos network authentication service (on Windows),
as well as integrates with Google SSO.

e Session Timeout lets you configure a session timeout for all users.

e Hot Desk Session Timeout specifies the time period when guest users will be logged out from
phone endpoints, or allows you to configure no timeout.

e Masked Numbers setting hides certain information from Administrators for a subset of users in
order to meet country-specific compliance requirements.

e Trust Portal allows customers to access RingCentral's security and compliance documents. It
provides audit reports and compliance documentation to assist customers with their compliance,
regulatory, and data protection diligence.

e Archiver lets you securely save your messages and recorded calls automatically and easily search
the stored data at any time from within your SFTP or Dropbox cloud storage account to quickly
retrieve the records.

e App Gallery is where you can discover application integrations that are commercially available, and
where developers can showcase their integrations.

e Developer Portal is a place where you request access to the RingCentral Connect Platform.
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Service console

Using the Audit Trail feature

The Audit Trail feature allows the Super Admin or a User assigned with a Billing Admin role to:

Track the changes on the RingCentral account which can be used for auditing and/or
troubleshooting.
Generate the report with filter options.

See changes made by other Administrators (applicable to organizations with multiple

administrators who need a changelog in order to provide coordinated support).
Detects failed logins and locked accounts.
Logs when a proxy admin assigns/removes/changes a role of an account

Audit Trail captures changes to the following events:

Admin Level Changes:

301

System events: Successful logins (Service Web only) and Failed login & Locked accounts due to bad
passwords (all clients, plus integrations).
Phone System

o

Company Info: Company Address, Directory Assistance, Caller ID Name.

Phone numbers: Company and assigned.

Auto-Receptionist: General settings.

Phones & Devices: User Phones, Common area phones, Paging devices, shared lines.

User list: Users with extensions and unassigned extensions.
Roles.

Billing: License purchases, license deletes, upgrades/downgrades.

Tools:

(0]

Account Settings: Custom Fields and Outbound Call Prefix.

User/Extension level changes
Settings

(0]

User Name/Ext: User Details (partial); Phones & Numbers (partial, add/delete number
only); Screening, Greeting, & Hold Music; Call Handling & Forwarding, Messages.
Outbound Calls/Faxes: CallerID and Fax Settings.

Notifications: Messaging Notifications.

RingCentral app admin settings
Administrators: Administrators added or removed (First Last, Ext.).
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e Company settings: Enable phone features (on/off); Allow employees to add people (on/off); File

| More

302

sharing (service, on/off), for example Google Drive on/off, Evernote on/off, etc.; Allow Giphy sharing
(max rating), for example, Max rating of PG-13.

e Data Retention: Policy set to N days.
e Compliance exports: Exports (on/off); Request/ download export enabled/disabled for UserName;

Download requested by Name/ email.

Accessing the Audit Trail feature

1. Click the More tab from the Admin Portal.
2. Under Service Console, click Audit Trail.

Home Users
4 \\
- ]
K_/ O Senvice Console
A | Audit Trai
Service Status
{8} Account Settings
Security and
Compliance
e APPS and

“* Resources

Phone System

o

| - 4
|

U Admin Portal
Meetings Reports v Billing More

Service Console » Audit Trail

Search Q Last 7 days = Mare v

Hoset m
Date /| Time  ~ Change made by Change made to Item affected Change details
08/03/2020 10:27 lank Hillos, Ext. 11101 Hank Hillos, Ext. 11101 System Events > Login ~ Successfully logged in

Success/Failed
)7/31/2020 9:29 PM Hank Hill, Ext. 11101 Hank Hill, Ext. 11101 Users > User List Last Name changed from Hill to Hillos

Users with Extensions

Audit Trail report details

When a particular event is captured, these details are provided in the report:

vssa@
®

4 Download

e Date/Time - changes logged using Coordinated Universal Time (UTC) and displayed based on
logged-in user’s regional timezone setting.

Change made by - person who made the change.

Role* permission level of the person who made the change.
Change made to - indicates which item was changed.

Item affected - indicates the configuration that was changed.
Change details - description of the change.

Endpoint*- application name.

IP Address* application IP address.

*Indicates these report fields are only available in a downloaded comma- delimited (CSV) log file.
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Search Capability

You can search records that provide report details by time periods: Today, Yesterday, Last 7 days, Last 30
days, Last 60 days, Last 90 days, and Last 180 days.

Service Console » Audit Trail

Search Q, Last 30 days & More ~ 4 Download
All Change by
Today € July 2020 August 2020 >
Reset Yesterday Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 2 3 4 1
Date / Time ~ Change ma Last 7 days
6 i 8 9 10 1 2
Last 30 days
08/03/2020 10:27 Hank Hillos, E 12 13 14 15 16 17 18
Last 60 d
asibv s 19 20 21 2 23 24 25
07/31/2020 929 PM  Hank Hill, Ext
Last 90 days 26 27 28 29 30 31
Last 180 days

07/31/2020 9:26 PM  Hank Hill, Ext

Searching by Change
You can also search by specific change, such as a change made by a user (Change by) or a change made to
(Change to) a particular extension. This can be done by selecting one of these options in the menu. When

you select Change by or Change to, a list of extensions is displayed for you to choose which one of these is
affected.

Search Q Last 30 days &= More ~

All Change by All Change to Items Affected v

Reset Apply

Searching by Items Affected

The Items Affected menu lets you select the specific event items that can be searched. You can either select
from this list or choose All.

Downloading an Audit Trail report

Once you have searched and found information in Audit Trail, you can download an Audit Trail report in
.csv format. To download, follow the steps below:

1. Click the More tab from the Admin Portal.
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2. Under Service Console, click Audit Trail.

w

button

Do an Audit Trail search.
4. When you would like to generate a CSV file containing the Audit Trail result, click the Download

5. Click Download on the Confirmation window.

304

Note: Audit Trail is available to all tiers of RingCentral MVP accounts and is enabled by default. To disable
the feature, Contact RingCentral Support.

Home

Users

O Service Console
Audit Trail

Service Status

{8} Account Settings

Security and

Compliance

Apps and

Resources

Phone System Meetings Reports v Billing More
e Service Console » Audit Trail e
o Search Q Last 30 days &=
N Al Changeby | | Al Change to
Reset Apply
>
Date / Time ~ Change made by Change made to

08/03/2020 10:27 Hank Hillos, Ext. 11101 Hank Hillos, Ext. 11101

More~

Items Affected ~

Item affected Change details

System Events = Login ~ Successfully logged in
Success/Failed

Admin Portal ~ 888 @
(]

o 4 Download
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Service Status

The RingCentral Service Status site allows admins and users to view any high level service impacting issues
on the RingCentral platform with or without logging in. This site allows customers to see by feature and
region what is being impacted. It also notifies the admin and users for service impacting issues via email and
SMS.

To login to the Service Status page from the RingCentral online account:

1. Click the More tab from the Admin Portal.
2. Under Service Console, click Service Status.

The Service Status page opens on another window.

© 2023 RingCentral, Inc. All Rights Reserved
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RingCentral @ Logn

Service Status

Core Services v e [

Contact Center AERICAS] A

. STATUS UPDATE
A portion of RingCentral Contact Center customers may be
Juy 21,2021 RingCentral Contact Center customers may be
experiencing intermittent playback issues with Engage QM. 225058 GMT8 S T e e R i H e
Contact Center teams continue to work with a
{hirc-party vendor to resolve this issue. The next
updae for this issue will take place in the
morning of 7/23, or sooner i a signiicant change
in status occurs. I you are experiencing this
issue, please reach out to RingCentral customer

AMERICAS EMEA APAC
Calling v v v
Phones v v v
Meetings v v v
Contact Center v v
Messaging v v v
SMs 4 v v
Fax v v v
Connect Platform v v v
Service Portal v v v
Developer Sandbox v v v
Engage v See more See more
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Account linking

Account Linking is a solution that provides a set of features to support customers who are split across
different accounts, and allows account users to find one another across accounts on all endpoints. Large
customers may have this split because of a limit of number of users per account, or business needs for having
different accounts or billing.

Accounts are linked into a federation that includes:

e The ability to create accounts in multiple tiers, allowing for a mix-and-match of certain feature sets
e Aconsolidated company directory
e Non-metered extension-to-extension and direct number dialing support in the federation

Before setting up Account Federation:

1. Contact RingCentral support to request access to the Account Federation feature. RingCentral
support will help evaluate if your account qualifies for the feature.

2. The RingCentral support agent enables the Account Federation feature and adds your linked
accounts within your online account.

3. Unique extensions in the federation are preferred. If extensions are not unique, the support agent
may be able to update the extension numbers of the linked account for you by applying a template.

4. When the Account Federation setup is complete, all account users can find one another across
accounts on all endpoints.

Note: Feature not available for all accounts. Contact RingCentral support to evaluate if your account
qualifies for this feature.

Account federation types

e PBX: Accounts share one private branch exchange (PBX) system.
e Admin only: Accounts are separate and independent but have some admin function across multiple

accounts.
Features PBX | Adminonly
Search users, numbers, sites, group extensions, and IVR menus across accounts v v
Switch between accounts without having to sign out v v
Assign admin permissions to access and manage other accounts v v
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Extension to extension dialing between accounts v b 4
Non-metered dialing between accounts v b 4
Message users in other accounts* v X
Unified company directory* v X

*You'll need to have messaging enabled for the PBX federation to use the feature. Reach out to RingCentral

Support to enable messaging.

Navigating the Appearance tab

The Appearance tab allows you to add a company logo to your RingCentral account, change the phone

numbers the users see in their online account profile, and customize the email notifications that you receive.

Company logo

The company logo will appear at the top-right corner of your online account once you log in. To upload and

link an image:

Click the More tab from the Admin Portal.
Click Account Settings.

Click Appearance.

Click Company Logo.

Click Open.

Click Save.

0 O N A DN

image.

© 2023 RingCentral, Inc. All Rights Reserved

Enter the URL that will be opened when a user clicks on your image.

View your logo in the top-right corner of your online account and test the URL by clicking on the

Click Browse to browse your computer for an image to upload and select the file you want to use.
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Home Users Phone System Meetings Reports v Billing More

0

Service Console

v

Account Settings » Appearance

& Account Settings v

Company Logo Profile Number Email Notifications
Appearance
Directory Integration Add a logo to your RingCentral Service Site
Multi-Site Settings Upload alogo @
Security and Maximum with W800 x H120, 600KB, only support .jpg, .gif, and .png format.
>
Compliance Centra’
Al d
828 Pps an 5 Browse
%% Resources

Admin Portal v

aoo
866
Goo
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Profile number

In the profile tab, administrators have the option to choose which numbers are displayed on their user's

account page.

The number format may differ depending on the country code. If a user does not have a direct number, the
main number and extension will be displayed. If a user has multiple numbers, the user can click on the
drop-down arrow to view these numbers. Administrators can upgrade a direct number or DID (additional

local number) of a user to a full MVP license.

To select the numbers that users will see in their profile:

Click the More tab from the Admin Portal.
Click Account Settings.

Click Profile Number.

1
2
3. Click Appearance.
4
5

Select from the following options:

a.
b.
C.
d.

Direct Number and Extension.

Direct Number.

Main Number and Extension.

Direct Number, Main Number, and Extension.

6. Click Save.

Home Users

o Admin Portal ~ Ecg

Phone System Meetings Reports v Billing More

O service Console > Account Settings » Appearance

{&} Account Settings v

Company Logo Profile Number Email Notifications

| Appearance
Directory Integration Select the numbers that users will see in their profile

Multi-Site Settings @ Direct Number and Extension (Current) e

Security and

Compliance

o APpsand

2
Resources

© Name v (XXX) XXX-XXXX Ext. XXX

O Direct Number

@ Name ~ | (XOXC) XXXXXXX

O Main Number and Extension

@ Name ~ | [ (000 XOOGXXXX Ext XXX

O Direct Number, Main Number and Extension

@ Name - (XXX) XXX-XXXX | [ (XXX) XXX-XXXX Ext. XXX

Note: Number format may differ depending on the country code. If a user does not have a direct number, the main number and extension will be displayed

Cancel
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Customizing welcome email

Whenever an admin creates a user extension, the user receives a welcome email to set up their account. You
can customize the email that the user receives and add your information.

To customize the welcome email sent to your new users:

Click the More tab from the Admin Portal.
Click Account Settings.
Click Appearance.
Click Email Notifications.
You may add the following optional information to your welcome email:
a. Custom Logo: Enter animage URL to customize the logo that appears in your email

ko bdE

headers.

Message: Enter up to 750 characters.

Contact Email: Add your contact email.

Support Contact Phone Number: Add your company support contact phone number.
e. Support Website: Add your company website.

6. Tick the following checkboxes to add the info to your welcome email:

o 0o

a. Include the main company number.

b. Include direct number.

c. Include RingCentral Support Center information.
7. Click Update Preview to see your email preview.
8. Click Save.

Note: To set the welcome email back to default, click Reset to Default.
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Admin Portal ~  £38 @
Home Users Phone System Meetings Reports v Billing More
O Service Console > Account Settings » Appearance
{& Account Settings v
Company Logo Profile Number Email Notifications

Appearance

Directory Integration Email Preview Customize Email Notifications

Multi-Site Settings Custom Logo (optional, max 350px x 60px)
Security and \Welcome

>
Compliance Enter an image URL to customize the logo that
appears in your email headers

I Apps and Dear new user.
838 > .
885 pocources Message (optional, max 750 chars)

Hank Hill has added you as a user to the RingCentral business phone system

Your company number is' (888) 5551212

Your extension number is: XX0¢

Your direct line is: (XX0() JOX-XXX

Your email address for login is: X)GCXXXX@XXX XX

You can set up your account online in just a matter of minutes

0/750 characters remaining

Set Up Accou Contact Email (optional)

Or copy-and-paste this link into your browser

httpsi/iservice.
sp?FECW1320:C06F19000ED73CC40538B3E8327C04ED7ATFBB848 activation

geentral.com/login
Support Contact Phone Number (optional)

Logging in to RingCentral.

From the RingCentral login page, skip everything and click the Single Sign-on link. Then log in with your standard Support Website (optional)
company credentials

Thank you for using RingCentral
Customize Welcome Email

Got Questions? The RingCentral Support Center offers startup guides, tutorial articles and videos and Include main company number
comprehensive search (409) 240-2563
By subscribing to and/or using RingCentral, you acknowledge agreement to our Terms of Use Include direct number

Copyright 2020 RingCentral, Inc. All rights reserved. RingCentral is a registered trademark of

RingCentral, Inc., 20 Davis Drive, Belmont, CA 94002, USA Include RingCentral Support Center information

Cancel Update Preview
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Archiver Settings

Archiver settings let admins and users control archiving independently. Super Admins and managers
automatically have Archiver access, and Super Admins can turn on this feature for any user. When a user’s
Archiver option is turned on, they can archive the data of their own user extension.

Enabling Archiver for Admins

Super Admins and Managers are predefined roles that have admin archiver access by default. Super Admins
can create a new custom role with admin-level archiving permissions. They can turn Archiver on for Admins
in Roles if already available or create a new custom role with Admin level archiving permissions.

Log into your RingCentral account as an admin.

Navigate to Users via the top bar.

Click on Roles in the side navigation bar.

Click on an existing role or create a new one.

Scroll down to the Features section and check the box next to Archiver for Admins.
Click Save.

S e o
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+ Seleci Role + Duscrbe Acie

Select permissions 1o be assigned 10 now role

Gangral

B Palicles
User Settings
Compary Settings
Multi-Sites
Phone System
Usar Management
Anatytios
Billing

B Foatures

B Aschiver For Admins

Enabling access for users

Super Admins and Managers can archive data for all; or enable users to archive their own data.

Log into your RingCentral account.

Db e

Use the slider to enable archiver.
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From the Admin portal (or My Extension for managers), go to More from the top navigation tabs.
Click on Archiver Settings in the left navigation bar.
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Admin Portal v B @
(]

Home Users Phone System Meetings v Reports v Billing More

L Service Console > Account Settings » Archiver Settings

@ Account Settings v

@) Admin Archiver

Appearance
s Super Admins, Manager pre-defined role can archive account data. You can also create new custom roles with permission to archive account data or restrict access.
Archiver Settings (
: ) User Archiver
Custom Fields All users can archive their own data

Directory Integration

Multi-Site Settings

Directory integration

Directory Integration allows you automatically provision users from your corporate directory into
RingCentral.

Active Directory

RingCentral integrates with Microsoft Active Directory to let you automatically provision users from Active
Directory to RingCentral.

The service leverages Okta so you can perform an initial import from Active Directory to RingCentral, and to
synchronize Active Directory and RingCentral on user status. Users are automatically enabled or disabled in
RingCentral as they join or move around your organization.

To set up the RingCentral directory integration service, follow these steps:

Click the More tab from the Admin Portal.
Click Account Settings.
Click Directory Integration.
Select from the following Directory Provider:
e None
e Google Cloud Directory
e Active Directory
e SCIM
5. Enable your selected directory by following the steps provided.
6. Ifrequired, edit the extensions of provisioned users in User Management in the Admin Portal.

n Admin Portal ~ 888 @
®

Home Users Phone System Meetings Reports v Billing More

Db e

O Service Console > Account Settings » Directory Integration
{8 Account Settings v
Directory Integration lets you automatically provision users from your corperate directory into RingCentral. Select your corporate directory provider to import users
© 2C2 Appearance from

l Directory Integration
‘Current Directory Provider: None

Multi-Site Settings Select Directory Provider &

Security and @® None QO Google Cloud Directory O Active Directory O SCIM

Compliance
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Cloud Connector

Cloud Connector’s hybrid directory integration lets you connect external phone systems to your
RingCentral phone system. Devices in a hybrid connection can use existing dialing plans and call routing
while being added to your RingCentral corporate directory. Once added, they can be located by and dialed
from the RingCentral apps and devices.

To enable Cloud Connector in your account, you need to contact RingCentral Support.

To add or delete hybrid directory contacts:
1. Gotothe Admin Portal and signin.
2. Inthetop menu, click More, then go to Account Settings > Directory Integration.
3. Under Directory Integration, go to Hybrid Directory and select the directory you want to modify.
4. Click Bulk add or delete contacts.

Home Users Phone System Reports  ~ Billing More

Service Console > Account Settings Directory Integration

IO

@ Account Settings Direciory Service Hybrid Directory
Account Linking
Hybrid Directory Integration lets you connect external phone systems to your RingCentral phone system. Devices in a hybrid connection can continue to use
Appearance existing dialing plans and call routing while being added to your RingCentral corporate directory. Once added, they can be found and dialed directly from apps and
devices in the system.
Custom Fields

Directory Integration Manage hybrid contacts in your corporate directory

Multi-Site Settings

Hybrid directory name
ybrid di 4 ATL 1 - Avaya Aura x
@& Security and >
Compliance ATL 1 - Avaya Aura
838 Apps and >
Resources DEN 1 - Avaya Aura Current hybrid directory contacts: None Contacts last uploaded: -

SEA 1 - Avaya Aura Manage hybrid directory contacts (©)

Bulk add or usiete contacts
Total: 3 1

5. Toreceive the current contact list, either enter your email address and click Send or click the
Download button. By default, the file is an empty CSV file.
6. Add or delete contacts in the CSV file. Note: Edit the downloaded CSV file in a text editor. If you are
using Excel or another similar program, make sure it doesn't change the file format after saving.
a. Contact names are required.
b. The Email and DirectNumber fields are optional. If you fill in the DirectNumber field, then the
number can be used to call users.
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c. Takecare not to alter the format of the template.
7. Once the template is complete, save it and upload the revised file by clicking Browse.
8. Click Next.

Bulk add or delete contacts X

To edit the contacts in the hybrid corporate directory, download the template or email it
to yourself. Edit the template to add or delete contacts in your directory. Once ready,
return here to upload the updated file.

Step 1: Get current contact list
Send email to

or Download

Step 2: Add or delete contacts from the list

Step 3: Upload the updated file

T Browse

Cancel

9. A confirmation window will appear after a successful upload, and you'll also receive a confirmation
email. If you want to notify others, you can enter additional emails in the Additional notification
recipients field.

10. In the confirmation window, click Submit, then click Done.

Multi-site settings

Multi-Site Support provides a management solution for customers with multiple branch locations. Multi-Site
Support is available for RingCentral MVP Premium and Ultimate users with Multi-Level IVR enabled.
Accounts configured with multi-site support can enable the Site Code feature to define a dial plan for
intra-site and inter-site calling. This feature allows the administrator to allocate account user or group
extensions for defined sites.

To enable Multi-Level IVR mode, configure the dial-by- name directory, create at least one IVR menu and
enable the feature in Auto-Receptionist.

To enable your account to support multiple sites:

1. Click the More tab from the Admin Portal.

© 2023 RingCentral, Inc. All Rights Reserved
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Click Account Settings.

Click Multi-Site Settings.

Toggle the switch on to Enable account support for multiple sites.
Configure site codes, if required for your dialing plan.

A S A

Your online account can now create and configure multiple sites. Site filters are available on pages with site
assets to allow you to view the list of assets by sites.

Admin Portal

oo
288

v

@

(]

Home

Users

Service Gonsole

Account Settings

Appearance

Directory Integration

Multi-Site Settings

Security and

Compliance

Apps and

Resources

Phone System

Meetings Reports v Billing More

? Account Seftings » Multi-Site Settings

«

@ Enable account support for muliple sites

Multi-Site feature should be enabled ONLY for accounts in Multi-Level IVR mode

Site Codes

Enabling Site Codes allows you to define a dial plan for intra- and inter-site calling. Extensions use the format of [site code]-[short extension number]. Users within a site
can call each other using the short extension number and dial the full extension number to reach users in other sites.

Site Codes
’ Disabled

Enable Site Codes Get Template Upload Template
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individual sites, to enable you to uniquely register and manage each site from your account. Once Multi-Site
Support is enabled, you can create additional sites as needed.

To create a site, follow the steps below:

1. Click the Phone System tab from the Admin Portal.
2. Onthe Company Info page, click New Site.

3. Onthe Site Info page, enter the Site Name, Site Address, and Site Extension. Or, you may click
Select Site under Copy Settings from to copy settings from another site. Click Next.

4. Configure the Regional Settings and Business hours. Click Next.

5. Assign Numbers to the Site. You may assign existing numbers or add (and purchase) new direct

numbers. Click Next.

6. Onthe Caller ID Name page, enter the Outbound Caller ID Name.
7. Onthe VR Menu page, select an Existing IVR or a New IVR.

On the Summary page, you will be notified that the site is created successfully. Click Done. You can view or
edit site information within Phone System > Company Info.

characters. Note: Does not apply to toll-free numbers

Outbound Caller ID Name

~ Site Info v Site Settings

New Site

~ Number(s) 4 Caller ID Name 6§ IVR Menu

6 Summary

This name along with the phone number will be displayed to the called party whenever an outbound call is made using the local number as the caller ID. Max 15

Enter the name you want the caller ID to be displayed for this site. If skipped, site’s caller ID name will be set to be the same as company's caller ID name.

New Site o
v Site Info v Site Settings v Number(s) v Caller ID Name 5 IVR Menu 6 Summary
Please assign Existing or New IVR
Existing VR New IVR
Search Q
Select Name v Numbers Ext. Language
@] IVR Menu 1001 1001 English (US))
(] IVR Menu 1002 1002 English (U.S.)
o] IVR Menu 1003 1003 English (U.S.)
New Site
Total: 3
v Site Info ~ Site Settings + Number(s) v Caller ID Name v IVR Menu 6 Summary

The new site is created successfully. You can now create or assign users, phone numbers and devices to the site. Site information
can be viewed and edited later within Phone System > Company
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Setting up site codes

Accounts configured with multi-site support can enable the Site Code feature to define a dial plan for
intra-site and inter-site calling. This allows users within a site to call each other using a short extension
number, and users between sites to use a full extension number, consisting of a site code plus the short
extension.

To set up your site codes:

Click the More tab from the Admin Portal.

Click Multi-Site Settings.

Verify that Multi-Site support is enabled.

Under Site Codes, click Enable Site Codes.

In the Extension Number Length window, select an appropriate digit length for the short extension

and the site code. The values must fall within the limits of the full extension number length, per the

maximum extension length of five digits* Click Next.

6. Inthe Provision Site Codes window, the system will suggest site codes for all sites, per selected
lengths for site code and short extension. Click Next.

7. Inthe Adjust Extension Numbers window, Existing extensions that have more digits than enabled

with site code need to be adjusted or use system suggestions. Click Confirm.

ko bdE

Extensions in the Users with Extensions view display a site code plus a short extension. For example: Site
Code: 11, Short Ext. #: 001, and Full-Ext #: 11001.

Note: A maximum extension length of six to eight digits is available on-demand for certain international
cases.
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Admin Portal v 8 @
Home  Users  PhoneSystem  Meelings  Reports ~  Biling  More

O Service Gonsole Account Settings » Multi-Site Settings

{8 Account Seftings v
@ enavie account support for multipie sites.
Appearance

Mult-Site feature should be enabled ONLY for accounts in Multi-Level IVR mode
Directory Integration

Multi-Site Settings Site Codes

Security and N Enabling Site Codes allows you to define a dial plan for intra- and inter-site calling. Extensions use the format of [site code}-[short extension number]. Users within a site
Compliance can call each other using the shart extension number and dial the full extension number to reach users in other sites.
Site Codes
o APDS and
88 pesources > Disabled
Enable Site Codes | Gel Template | | Upload Template
Site Codes €3 Site Codes
1 Extension Number Length 2 Provision Site Codes 3 Adjust Extension Numbers + Extension Number Length 2 Provision Sile Codes 3 Adjust Extension Numbers
Max Extension Length: 5 When Site Codes are enabled, the specified Site Code will be added to the beginning of existing extension numbers

assigned to the site
site Code Length ©

2 Site Name ~  Site Code Short Site Ext.
Number

Short Extension Number Length &

Company i
3
Office 12 0
Total: 2 Show 25 ~ | < 4 > Back
Site Codes 8
~ Exiension Number Length ~ Provision Site Codes 3 Adjust Extension Numbers

When Site Codes are enabled, the specified Site Code will be added fo the beginning of existing extension numbers assigned to the site:

4 of T extensions have no conflicts and will be re-t
We have detected 3 of 7 extensions have conflicts

mbered
Specify a new Short Ext. Number to resolve the conflicts before continuing

Ext. Name Target Site Site Code  Ext Number with Site ...  Type of Conflict New Short Ext....  New Full Ext. ...
IVR Menu 1001 Company kil 111001 3 11003
IVR Menu 1002 Company 1 111002 4 11004
IVR Menu 1003 Company kil 111003 5 11005

Total 3 Show: 25 v <1 Back
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The Change Site function of Multi-Site Support allows you to move selected Users, IVR Menus, and Call
Queues to another site. This feature allows for individual or bulk movement of Users, IVR Menus, and Call

Queues between sites.

Moving users across sites

1. Click the Users tab from the Admin Portal.
2. Onthe Users with Extensions tab, check the box of the users you want to assign to a different site,

and click Change Site.
3. Select the site.

4. You may check the option to Adjust time and regional settings to the settings of the new site? to

apply it to the moved users.
5. Click Change Site.

© 2023 RingCentral, Inc. All Rights Reserved

Admin Portal ~  §8 @
(]

Home Users, Phone System Meetings Reports v Billing More

@ UserList N User List » Users with Extensions b4
I Users with Extensions

- Search Users Q More v -+ Add User 4 Download User List
Unassigned Extensions

& Roles W Delete ~ Enable X Disable 7% Send Invite % Set Credentials = Apply Te"e © Change Site

@ User Groups -] Status Name ~ Number Ext. Roles Department Site Msg. Actions

E Templates > [] Hank Hillos (Super Admin) (409) 200-2364 11101 Super Admin Company 1/8

-] Joe Hall (409) 209-0429 11102 Standard (Internat Company 0/0
Select Site x

NOTE: When being moved to another site, the extension will get the new site

code from its target site.

Search Q

Select  Site v
® Company
o] Office

Total: 2 Show 25 v

[J Adjust time and regional settings to the settings of the new site?

Cancel
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Moving IVR menus across sites

Click Auto Receptionist.
Click IVR Menus.

Click Change Site.

Select the site.
Click Change Site.

No uhs~wbdbpR

Home Users Phone System Meetings Reports v Billing More
B company Info Auto-Receptionist » IVR Menus
¢ Phone Numbers >
Search More v
9 Auto-Receptionist  ~
Before you can switch your company call handling to Multi-Level IVR, you must first add and set up your IVR Menu. Leam More
General Settings
VR Menus © Change Site
IVR Editor =2 Name Numbers Ext. Language
Prompts Library O VR Menu 1001 11003  English(US)
sk Groups 2 O VR Menu 1002 11004 English (US)
[ Phones & Devices > B VR Menu 1003 11005 English (US)

Select from the list of IVR Menus.

Click the Phone System tab from the Admin Portal.

NOTE: When being moved to another site, the extension will get the new site

code from its target site

Search

Select Site

® Company o
O Office

Total: 2

Show. | 25 v 0

Cancel
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Site Actions

Company

Company
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Moving call queues across sites

Click the Phone System tab from the Admin Portal.

Click Groups.

Click Call Queues.

Select the Call Queues that you want to move.

Click Change Site.

You may check the option to Adjust time and regional settings to the settings of the new site? to
apply it to the moved Call Queue.

Click Change Site.

S e o

N

o Admin Portal ~ 88 @
(]

Home Users Phone System Meetings Reports v Billing More

E Company Info Groups » Call Queues #19

\f Phone Numbers >
Create a call queue when you want a specific group of users to share incoming calls, such as a sales, billing, or customer support department. Learn More
9 Auto-Receptionist >

Search Q Sites v + New Call Queue

e i Groups v
@ Change Site
Call Queues

B2 Status Name v Site Numbers Ext. Msg. Members Availability © Actions
Paging Only

Shared Lines © Call Queue Test Company 11001 0/0 1/0 ; .

Park Locations [m] [ Call Queues Test Two Company 11002 0/0 1/0 i v

Notifications and audio

Admin can specify what headset control/vendors to allow or disallow, including:
e Platronics Hub
e Jabra
e HID headsets

All types are disabled by default and will need to be enabled.
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RingCentral

Home Users Phone System Meetings v Reports v Billing More
L[] Service Console > Account Settings »> Notifications and Audio
& Account Setiings ~

Headset support
Account Linking

Supported headsets for users on this account
Appearance

Select what headsets supported for users on this account to use headset controls.
Archiver Settings

Custom Fields

Directory Integration

Microsoft Teams

Multi-Site Settings

Notifications and Audio

General Settings

Outbound Call Prefix

. Security and
*~ Compliance
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Single sign-on

Single Sign-on allows employees in a company to access multiple applications with one set of credentials.
You can work with RingCentral Customer Support to set up Single Sign-on for your RingCentral services, or
you can set it up by yourself.

On Windows based systems, Single-Sign-on supports the optional use of your company’s Kerberos network
authentication service to authenticate clients.

RingCentral also integrates with Google SSO, which allows G Suite customers to use the Google SSO service
(offered as part of G Suite IDaaS) to sign into RingCentral. Google lists RingCentral as an approved SSO app
in their SAML apps catalog. You configure RingCentral for SSO in the G Suite Admin Console and configure
the RingCentral SSO as described here.

Configuring SSO
1. Click the More tab from the Admin Portal.
2. Onthe left-hand side, click Security and Compliance.
3. Click Single Sign-on.
4. Choose an option to set up SSO:

e Set up SSO by yourself: Use the self-service Ul to configure the Service Provider (SP)
settings. Perform the steps in Set up Single Sign-On by Yourself .
e Contact Customer Support: Use RingCentral Customer Support to configure the Service
Provider (SP) settings. Click the View Detail link, and contact RingCentral support.
5. After configuring the SSO, you can turn on the SSO service for your company. To do so, check the
box next to Enable SSO Service.
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0 Service Console
Audit Trail
Sarvice Status

{&} Account Setfings
Security and
@ Compliance
e Single Sign-on

Session Timeout

Hot Desk Session
Timeout

Masked Mumbers
Trust Portal

Apps and

Resources
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Admin Portal i @
(]

Security and Compliance » Single Sign-on

RingCentral Single Sign-on (S50) service lets your company authenticate your RingCeniral users through your company-lavel network login credentials.
About RingCentral S50 senvice. \iew guide

For the first fime setup, please finish the configuration in order fo turn on S50 for your company.

S50 Configuration

Choose one of the options below to set up S50 for your company.

e Enable S80

Set up S50 by yourself Contact Customer Support
Step 1: Upload identity provider metadats file and Customer support number
certificate.
Contact RingCentral customer support to set up S50
SetUp
Wiew Defail
Step 2: Export Service Provider metadata and import it into
your Federation Server. Flease usa
https:lisso.ringcentral.com as your Audience URI and SP
entity 1D when it's requested by your federafion sarver.
Please finish the configuration in onder to tum on S50 for your company.
Enable S50 Service
Identity Provider Entity 1D 550 unigue 1D
Mone MNaone
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To set up SSO by yourself, upload your Identity Provider (IDP) SAML metadata, make sure the attribute is

mapped correctly, and download the metadata for importing it into your Federation Server:

1. Inthe Set up SSO by yourself box, click Set Up to set up SSO for the first time, or Edit to change your

configuration.

2. Under Upload IDP metadata, click drop down and select either Upload with file or URL. To upload
with a file, click Browse, select a file, and click Open. To upload with a URL, paste the URL and click

Import.

3. Select email attributes you want to use within your metadata from the drop down list under Map

Email Attribute to. If the email attribute is not recognized, type out the name of the attribute by

clicking Custom in dropdown.

4. Under Certificate Management, click Upload to upload a certificate and set the primary one. Click

Save.

5. Download the Service Provider metadata and import it into your IDP server to complete the

configuration on your IDP side.

6. Tick Enable SSO Service checkbox.

7. Click Save.

SSO Configuration

Choose one of the options below to set up SSO for your company.

Set up SSO by yourself

Step 1: Upload identity provider metadata file and certificate

Set Up

Step 2: Export Service Provider metadata and import it into

your Federation Server.

Enable SSO
Enable SSO Service

Identity Provider Entity ID

http://www.okta.com/fgeuigrhTGEfjdn

Allow users to log in with SSO or RingCentral credential

© 2023 RingCentral, Inc. All Rights Reserved

Set up Single Sign-on

In order to set up SSO properly, please upload your identity Provider (IDF) SAML metadata first. and then make sure the

attribute is mapped corecty.
Upload IDP metadata

Please upload a valid SAML metadata file.
Upload Metadata by

Upload with file v

Browse

S50 General Information

Identity Provider Entity ID Connection Protocol

None SAML 2.0

Connection Type Browser $50 SAML Profile

Browser S50 IDP-iniisted S50 and SP-initiated S50

SAML Bindings

None

Attribute Mapping

Please make sure the email afiribute is mapped fo the correct value in the metadata

Map Email Attribute to
None

Certificate Management

Please upload cerlificate and set the primary one

Gancel m

I Upload
Order Subject DN Signature Algorithm Expires
Mo result. Please upload metadata fil first
SS0 unique ID
Email
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Contacting support to enable SSO

This section describes how to prepare the request, and contact RingCentral Customer Support to configure
the Service Provider (SP) settings required to enable SSO on your IDP server:

1. Inthe Contact Customer Support box click the View Detail link, and perform the steps as described.

2. Get your SAML 2.0 metadata details from your Identity Provider (IDP), such as PingFederate, Okta,
or a homegrown IDP.

3. Contact RingCentral Customer Support to request Single Sign-on setup assistance. A support
member will ask for your SAML 2.0 metadata file and answer your Single Sign-On questions.

4. You will receive an email from RingCentral containing your SAML 2.0 SP metadata. Import the

metadata into your IDP server to complete the configuration on your IDP.
5. Check Enable SSO Service.
6. Click Save.

S30 Configuration

Choose one of the options below to set up SSO for your company.

Set up SSO by yourself Contact Customer Support
Step 1: Upload identity provider metadata file and certificate Customer support number
Set Up Cong QingCentral customer support to set up SSO
View Detail

Step 2: Export Service Provider metadata and import it into
your Federation Server.

Contact Support to Enable SSO x

Please follow the steps below for the request

Step 1. Prepare IDP SAML 2.0 medadata

To set up SSO, we need your SAML 2.0 metadata details from an |dentity
Provider (IDP), like PingFederate, Okta, or a homegrown IDP:

SAML 2.0 Reference

Sample SAML 2.0 metadata

Step 2. Call RingCentral Customer Support

Call RingCentral Customer Support and request Single Sign-on setup
assistance.

A Support member will ask for your SAML 2 0 metadata file and answer your
Single Sign-on questions.

Find your RingCentral customer support number

Step 3. Import SAML 2.0 Service Provider (SP) metadata

You will receive an email from RingCentral Customer Support containing SAML
2.0 SP metadata. You need to import this data into your Federation Server.

(-

Enable SSO
Enable SSO Service

Identity Provider Entity ID $S0 unique ID

http://www.okta.com/fgeuigrh TGEfjdn Email

Allow users to log in with SSO or RingCentral credential

Save
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Configuring session timeout

Configure a session timeout for all users on your account. If a user is inactive for a certain period of time, a
warning message will appear notifying the user that the session is about to expire. The user can click OK to
keep the session alive. However, if a user does not click OK before the time runs out, the user is logged out of

the system and is asked to log in again.
To set a time interval for your phone system’s session timeout:

Click the More tab from the Admin Portal.

Click Security and Compliance.

Click Session Timeout.

Click the drop-down to view a list of time intervals.
Select the time interval you would like to use.

A

Click Save.
o Admin Portal ~ 282 @
(]

Home Users Phone System Meetings Reports v Billing More

O Service Console > Security and Compliance > Session Timeout

{8} Account Settings >
Log users out when they are inactive for

Security and

@ v

Compliance 24 hours v
15 minutes

Single Sign-on 30 minutes

1 hour
Session Timeout

2 hours
Hot Desk Session 4 hours
Timeout 8 hours

Masked Numbers
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Enabling masked numbers

The Masked Numbers setting hides certain information from Administrators for a subset of users in order to
meet country-specific compliance requirements. This feature needs to be activated first before the
Unmasked Numbers permission can be accessed in Roles. Administrators with the Super Admin role will
automatically have the Unmasked Numbers permission enabled.

To enable Masked Numbers:

1. Click the More tab from the Admin Portal.

2. Click Security and Compliance.

3. Click Masked Numbers.

4. Check Activate Masked Numbers.

5. Click Accept & Save.

6. Click OKonthe Alert dialog.

7. Atthis point, you can either create a role with the Unmasked Numbers permission enabled, or you
can enable the Unmasked Numbers for arole.

Home Users Phone System Meetings Reports v 9mg More femnpons e @

O Service Consale > Security and Compliance » Masked Numbers

{8 Account Settings >

Activate Masked Numbers
__ Security and
©]

Compliance

The Masked Numbe ing hides certain information from admins for a subset of users in order to meet country specific compliance requirements. For example, the
Single Sign-on last four digits of any external number will be masked when calls are made to or from a company owned French number. The following features will have information
hidden if the admin does not have the Unmasked Numbers permission enabled: Call Log, SMS Log and Analytics.

Session Timeout

Hot Desk Session
Timeout

ol Masked Numbers

Trust Portal (59

Apps and

%52 Resources > e Accept & Save
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Accessing the Trust Portal

All current RingCentral MVP, RingCentral Contact Center, and data center compliance and security
documentation will be accessible via the portal. For questions, please contact your Account Manager or
Sales Representative.

To access the Trust Portal:

Click the More tab from the Admin Portal.

Click Security and Compliance.

Click Trust Portal.

Accept the terms, then click Login.

Click the report name to view or download the PDF.

o Admin Portal ~ 888 @
(]

Home Users Phone System Meetings Reports v Billing More

LANEIE S

0

Service Console >
@ Account Settings v
Appearance

Directory Integration RingCentral

Multi-Site Settings

@ Security and
Compliance Confidentiality Notice and Confidentiality Terms
Single Sign-on “The confidential information of RingCentral, Inc. and its affiliates ("Ring") is subject to the terms of the applicable
agreement between you and Ring. If you are not a party to an 1t with cor provisions i to
Session Timeout Ring's Confidential Information, the terms set forth in the attached Non-Disclosure Agreement are the confidentiality

provisions applicable to your access to, and use of, Ring's Confidential Information.”

rilEen sy Non-disclosure agreement

Timeout

u | have read, understood, and agree with the Confidentiality Notice and Confidentiality Terms
Masked Numbers

e TrostPorta & e “

Apps and

"% Resources
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Mobile app security settings

The Mobile App Security section of the RingCentral Online account allows admins to disable third party
keyboard on a user’s mobile device (iOS only).

Note: Disabling a third party keyboard prohibits a user from using another keyboard when typing texts
which can expose your device to security risks. For iOS and iPadOS 14.5 and later, settings will take effect
immediately. For older versions, try restarting or relaunching the app if the settings didn’t load.

1. From the Admin Portal, click More.
2. Goto Security and Compliance > Mobile App Security.
3. Use the checkboxes to turn on or off to allow third party keyboards.

Creating a customer service record for porting numbers

Customers who are in North America and with RC transport can download Customer Service Record (CSR)
onthe Admin Portal.

1. Signintothe Admin Portal.

2. Navigate to Phone Numbers > All Numbers.

3. Click Download next to CSR for porting out.

Ring pdmin Poral v ) @.

Home Users Phone System Meetings « Reporis + Billing More
E Company info Phone Numbers » All Numbers
¢ P
This list includes all numbers in your account. Leam More
Il Num - = S e -
Company main; +1 (B8B) 3165423 Company fax: Ad: 'CSR for porfing out: Download

Numbers in Use

Number [nventory

o A= 7 & el i Delete
Transferred and Vanity
B Mumber Assigr t it ocat T nl
0 Auto-Receplionist
- - P— - - -
[ ] 454) 854-09073 Autc-Receptionist 297 Company United States % [0 T Subsfibuie Ca
i Groups
454) B54-9978 Auto-Receptionist 282 Company United States [G2R) Softphone MNew block
[l Phones & Devices
~ Auto-Receptionist 282 Company United States = [0 T Sofiphona New block
lx Emergency Caliing
454) B54-9978 Auto-Receptionist 282 Company United States [G2R) Softiphone
Total: 94 Show 5w 1 3 45

4. Tick the box next to the site(s) you want to download.
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Download CSR for porting out X

To transfer your US or Canada phone number(s) from RingCentral to another
carrier, you need to have a formal port-out request to be initiated by your new
carrier. The number(s) need to be active with RingCental before you can make
this request.

In order to get you prepared for the request, we put together information you
may need as a PDF file. Select site first, and then click "Download" to view it

Site
All v
] ANl

[] Company

[] Site1

[] Site2
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Archiver

The RingCentral Archiver allows you to backup RingCentral data via Dropbox, SFTP, Google Drive, and Box

integration. This provides an automatic backup solution, as well as a convenient way of storing and

retrieving phone data.

To configure Archiver:

> OwbdpR

Click the More tab from the Admin Portal.

Click Apps and Resources.

Click Archiver Beta.

Connect RingCentral Archiver to one of the following:
a. Dropbox

b. SFTP

c. Google Drive
d. Box

e. Smarsh

Note: You can only connect to one storage per instance. For example, one cannot use Dropbox and
Google Drive at the same time

Click Sync Options.

When connected to the archiver account, you can enable or disable data backup by selecting Enable
Backup.

Select the types of Data to backup. By default, Call Recordings are backed up for admins and users.
Users can select for their own extensions whether to backup Call Recordings, Voice Mails, SMS
and/or Fax.

Note: Archiver is available to RingCentral MVP Premium and Ultimate customers. It is also available to

RingCentral customers in Canada, UK, and Europe.
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Home Users

O Service Console
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Security and

Compliance
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Resources

Archiver Beta
App Gallery

Developer Portal

Phone System Meetings Reports v

Apps and Resources » Archiver Beta

Accounts Sync Options

Select Account To Connect

Dropb:
g‘: ropbox

Not connected

SFTP

Not connected
‘ Google Drive
Not connected

mx Box

Not connected

Accounts Sync Options

Data to backup

Call Recordings
Voice Mails
SMS

FAX

Admin Portal ~

Connect

Connect

Connect

Connect

S Tﬁ Enable Backup
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App Gallery

The App Gallery is a destination where you can discover application integrations that are commercially
available, and where developers can showcase their integrations.

To access the App Gallery via the online account:

1. Click the More tab from the Admin Portal.
2. Click Apps and Resources.
3. Click App Gallery.

A new window will open to the RingCentral App Gallery website.

n Admin Portal ~ 888 @
( ]

Home Users Phone System Meetings Reports v Billing More

| O Service Console >

{0} Account Settings >
@ Security and
>
Compliance
Apps and
888 ~
%% Resources
Archiver Beta
App Gallery 7 e
Developer Portal (5

Developer Portal

The RingCentral Developer Portal offers a set of tools and services to build, deploy, and manage custom
integrations using RingCentral APIs. With this, developers can build out-of-the-box integrations with
RingCentral to add powerful communication capabilities to business applications.

To access the Developer Portal via the RingCentral online account:

Click the More tab from the Admin Portal.

Click Apps and Resources.

Click Developer Portal.

A new window will open to the Developer Portal.

b e
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SMS and MMS

There are two types of SMS:

e Person-to-Person (P2P) or standard SMS: Communication of two or more people over text
messaging. Sending text messages from your phone to another person's phone is an example of P2P.

e Application-to-Person (A2P) or High Volume SMS: A text message that a person receives from an
application. This includes, but not limited to, marketing messages, appointment reminders, chat
bots, virtual assistants, notifications, and one-time passwords (OTPs), or PIN codes.

Wireless carriers treat P2P and A2P differently in terms of the type and volume of traffic allowed.

RingCentral MVP enables you to send SMS and MMS messages a few different ways.

Business SMS and MMS

The RingCentral Business SMS and MMS feature allows you to send and receive text messages and
multimedia files with your business number. This feature is available for customers in the US and Canada
(SMS only in Canada) and automatically activated for RingCentral MVP users.

RingCentral also supports toll-free number SMS activation for US and Canada. Contact Support to process
this request.

You can use your RingCentral phone numbers for sending and receiving text messages via the RingCentral
app.

Group SMS

You can send a text message to several people (up to 10) at once via the RingCentral app. This will create a
text conversation with all parties.

RingCentral app currently supports group text messaging only to numbers from the US, Canada, and Puerto
Rico.

Sending a group SMS

1. Click onthe New actions plus button at the top right.
2. Select Send new text from the dropdown menu.
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3. If you have several Direct Numbers or Digital Lines, click inside the Text from field and select your
preferred outbound caller ID.
4, Enter the names (from your contact list) or phone numbers of the people you'd like to text in the To
field (you can enter up to 10). Separate the numbers by a comma or semicolon.

5. Ensure the Create group text box is checked.

6. Click the Next button to navigate to the text message conversation.

7. Draft amessage in the message field at the bottom of the app.

8. Send the text message by pressing Enter or Return on your keyboard.
Bulk SMS

You can send the same message in bulk (up to 100 recipients) via the RingCentral app. Different from a
group message, sending a text message in bulk means sending the same message to multiple people in

separate messages.

Sending a bulk SMS

1. Click onthe New actions plus button at top right.

2. Select Send new text from the dropdown menu.

3. If you have several Direct Numbers or Digital Lines, click inside the Text from field and select the
outbound Caller ID from which you'd like the text to come.

4. Enter alist of the names or phone numbers of the people you'd like to text in the To field.

5. Uncheck the Create group text box, so you can add more than 10 numbers/names (you can enter up
to 100).

6. Enter your message in the resulting text field. Attach files and insert emojis using the Attach file and
Emoji buttons (respectively).

7. Click the Send button to send the text message to all contacts provided.

Registering your numbers with TCR

Mobile carriers implemented a new registration requirement to help verify messaging traffic from business
phone numbers, utilizing a third-party service known as The Campaign Registry (TCR). These requirements
apply to all RingCentral customers using SMS.

To simplify the process, RingCentral allows you to register with TCR through the Admin Portal. You'll need
to register your brand, campaign, and number assignments before enabling SMS. Any numbers not
registered with TCR will be disabled for SMS.

Our article, How to enable SMS and campaign registration, explains the details of this requirement.
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Send targeted or bulk SMS campaigns using our programmatic API or ready-to-use app with a full
communications platform, deep insights, and the ability to ensure regulatory compliance.

With High Volume SMS, customers can send SMS at higher rates, send mass promotions, send automated
messages, appointment reminders, notifications, and more without having their messages blocked by the
carriers as long as they don’t contain shortened URLs or spam content.

High Volume SMS features

Whether you're sending promos for e-commerce, healthcare appointments, reminders in education,
chatbots in hospitality or anything in between, High Volume SMS provides functionality for all industries and
businesses of any size.

up to 250,000 text messages per day
automated message queuing
opt-out/opt-in handling

detailed reporting and error codes

APl vs High Volume SMS app

The High Volume SMS APl is configured for customers who require more sophisticated functionality and
want to build more customized workflows for their organizations. Our developers can review code samples
and start building your custom SMS app. To learn more, visit our API Reference Guide.

Availability and pricing

RingCentral MVP Standard with $50 MRR+ (Monthly Recurring Revenue), Premium, or Ultimate plans can
take advantage of High Volume SMS. Local (10-DLC) and toll-free numbers are supported in the United
States. Only Toll-free numbers are currently supported in Canada. High Volume SMS is priced at $0.007 per
message sent or received with no additional carrier fees, all on your RingCentral bill.

Getting Started

You must first enable your RingCentral number to send High Volume SMS. To do so, submit a request via the
enrollment form.

Note: If you use an existing RingCentral number, you can no longer use it for SMS across other products,

including the RingCentral app. Visit the RingCentral Service Desk or contact your RingCentral account
manager if you'd like to add another number to your account.
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