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About RingCentral® for
Microsoft Office 365™

RingCentral for Microsoft Office 365 ™ seamlessly integrates business
communications into your cloud work environment, transforming
Microsoft Office 365 into an enterprise-grade communications hub with a
powerful and easy-to-use interface that is very simple for end-users to
deploy and IT to manage.

RingCentral for Office 365 integration is available for Mail, Calendar,
Contacts (People) and Tasks.

It offers these features:

e Use Google Chrome browser on any platform (Windows®, Mac®, and
Chromebook®).

e Connect a Microsoft Office 365 user account and a RingCentral Office
subscription.

e Click-to-dial any phone number that appears in the Microsoft Office 365
Mail application.

e Send and receive business SMS from the Microsoft Office 365 interface.

e View your complete communications history—calls, texts, faxes, and
voicemails from your Microsoft Office 365 Mail application.

e Combine RingCentral and Microsoft Office 365 Contacts in one easy-to-

search screen.

¢ Schedule RingCentral Meetings® or audio conferences from within
Microsoft Office 365 Calendar application.

About this Guide

This guide is designed for users of RingCentral for Microsoft Office 365.
It shows how to add the application to your browser and how to use the
application. This guide also provides some basic troubleshooting tips.

Basics

For optimal user experience, ensure that:
e Your Google Chrome browser is updated to the latest version.

e You have set the correct number as your RingCentral Direct Number
— you will be making and receiving calls from this number through
the Office 365 interface. You can find RingCentral Direct Number in
the RingCentral Portal at My Settings > Phones and Numbers >
Direct Numbers.

e You arelogged in to your Microsoft Office 365 account.
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Installation

Step 1: Launch Google Chrome and then navigate to the Chrome Web Store.
Note: Make sure you have the latest version of Google Chrome: Go to Settings > About Google Chrome

Step 2: Click Extensions and Enter RingCentral in the search box. (Figure 1)
Step 3: Locate RingCentral for Office 365 and click + ADD TO CHROME. (Figure 2)

Step 4: Click Add extension to confirm the installation. (Figures 3 and 4)
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Verify Installation and Login

Step 1: After the app is installed, log in to your Microsoft Office 365 account on your Chrome browser. (Figure 5)
Currently the integration works only on Google Chrome.

Step 2: Enter your RingCentral Office credentials and click Login. (Figure 6)
Note: You should see RingCentral for Microsoft Office 365 Dialer on the right side of Mail, Calendar, People, and Tasks. (Figure 7)

> Login to RingCentral a RingCentral
1] Office 365 _
H34 Dialer
9 Enter Mame or Mumber
EE United States »

Sign in with your work or school account

16505550876 Ext

someone@example.com

Password

Remember me o

[ Keep me signed in

Can't access your account? Figure 6

PEOG
FEE®
OO ..

Call

Figure 5 Figure 7
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Placing a Call with Microsoft Office 365

Step 1: Loginto your Office 365 and RingCentral accounts. (Figures 5 and 6 above)
Note: You can select Keep me signed in and Rembmber me to stay logged in for one week.

Step 2: Click the Dialer Settings icon £¢. (Figure 8)

Step 3: Click the Dialer Outbound number drop-down to select a RingOut number. (Figure 9)

Step 4: Click the plusicon @ to open Contacts; then click the Contact you wish to call. (Figures 10 and 11)

Step 5: Click the Call button on the contact details panel to start your call to Extension 107. (Figure 12)

Note: Outbound calling is available only via RingOut to an RingCentral Office provisioned device (Softphone or deskphone) available on your account.
Custom numbers cannot be used. In this example, the RingCentral Desktop App was used. You may also use a RingCentral provisioned deskphone.

Charlie Lee
O 112

> ]] RingCentral 1] [>]] RingCentral 1] 5] RingCentral a2 RingCentral I} [5]] RingCentral I-]
Dialer § i Dialer o) b Dialer o) 3| Select a Contact HH Dialer L
© To:  Enter Name or Number o Make Outbound Call With @ o Make Outbound Call With @ ® Q search.. o Make Outbound Call With @
] +1(650) 555-2280 [ +1 (6450} 555-2280 - N = +1(650) 555-2280 -
T} " } Ben Smith
S I +1(650) 555-2280 S 10 Press 1tostartacall @ 2 o 2 1 Press 1tostartacall @
° o *+1(650) 555-2741 o To: Enter Mame or Number » @ 0 ‘ } Ben Smith o To: 107 @
+1(650) 555-6765
1] 1] [ ] L [ ]
. . . . Baob Johnson .
@ @ @ @ @ @ 5 € @ @
‘ HOIOIONHEOIOIONNEE = IIOIOIO
@ +1(650) 555-2123

Call

(DO

Charlie Lee
‘) +1(650) 555-9464

(DEEE)
(DEEE)

Dave Richards
Q.

- =» BT

. DaveRichards

Call

Figure 8 Figure 9 Figure 10 Figure 11 Figure 12
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Using Click-to-Dial to Place an Outbound Call

The call to Extension 107 shown above used the click-to-dial feature to connect to the extension inside the RingCentral phone system. Once you are
logged in, all phone numbers in your Outlook Contacts become clickable links.

Your outgoing call to Extension 107 will be confirmed, as shown in Figure 13. Confirmation of your connection is shown in Figure 14. Confirmation that
your call has finished is shown in Figure 15.

Note: You can also select your party's outside number from your Contacts list (Figure 16) and call it using the dial pad (Figure 17).

> ] RingCentral [>] RingCentral RingCentral RingCentral RingCentral
gk Active calls get Active calls gt Active calls get Select a Contact i Dialer
o @ BobJohnson L+ @ Bob Johnson L+ @ Bob Johnson L+ Q) Search.. [+ Make Outbound Call With @
Connecting Connected | 00:05 Call Finished
Ben Smith - +1(650) 555-2280 -
® Outgoing Call @ ® Outgoing Call @ . Outgoing Call @ ® ‘ ) 106 .
- - - - -
Press 1tostartacall @
B S ith
° 0 Bob Johnson ° 0 Bob Johnson ° 0 Bob Johnson o O %rm ° o
o 16305552123
= 107 m 107 m 107 m e
. . . . ‘ ) Bob Johnson .
o, Calling your RingCentral device o, o, Call has finished o, 107 o, @ @
Call Connected
o o o o ‘ ) Bob Johnson %
- o Lk 01010
Rctivity Charlie Lee
Q0 No Voice Messages QO Mo Voice Messages ‘ ) 112
QO No Voice Messages @ @
E No Fax Messages E No Fax Messages ‘ } Charlie Lee L
D No Text Messages 5 No Fax Messages Q No Text Messages S @
% No Recent Calls O No Text Messages % No Recent Calls ‘ ) I':}a_ve Richards
P4 No Recent E-Mails % No Recent Calls <] No Recent E-Mails
‘ ) Dave Richards
P4 Mo Recent E-Mails +1(850) 555-9402
Figure 13 Figure 14 Figure 15 Figure 16 Figure 17
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Sending a Text Message with

Step 1: Loginto your Office 365 and RingCentral accounts. (See page 7)

Step 2: Click the Business SMS icon ﬂ (Figure 18)

Step 3: Click the plusicon @ to open Contacts; then click the Contact you wish to message. (Figure 19)
Step 4: Type you text message and click Send. (Figure 20)

Step 5: Checking her Messages, Helen can read Mary’s request and respond to her. (Figure 21)

Step 5: Checking her Messages, Mary can read Helen’s response to her request for a meeting. (Figure 22)

a2 RingCentral [5]] RingCentral 5] RingCentral a RingCentral a RingCentral
Dialer Contacts i Compose Message o] Hi Helen Smith i Messages
Compose text ~ (-] s e A (-]
d CallWith @ ®  Qsearch. ®  sendMessageFrom @ ree Al I I
HiHelen.C 400 =
+1(650) 555-2280 - - +1(650} 555-2280 - AR SR R RE s :
‘ ) Ben Smith . today to discuss quarterly , Q. Search..
2 2 a2 - results? - Mary .
Press 1tostartacall @ To: @
& P P o o HelenSmith
Enter 1 - Number »@ ‘ } Bob Johnson w OK.Seeyouad0.
e nrErEmE arumbe 1 e HiHelen. Canwe meet at 4:00 1] 1]
today to discuss quarterly

@ @ @ @ o () CharlieLee 112 &  results? -Mary o, o,
C} ﬁ QK. See you a 400 today. -Helen CP

@ @ @ () DaveRichards 11 Crouni )

roup into one conversation
@ @ €) Dousisreves - [ s, ] T
: €} Helensmith l:‘% Figure 20 Figure 21 Figure 22
‘ ) Henry Smith

Call

€ ) Jenwiliams

Figure 18 Figure 19
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Browsing your Contacts List

Step 1: Loginto your Office 365 and RingCentral accounts. (See page 7)
Step 2: Click the Contactsicon 2 (Figure 23)
Step 3: Select a contact and click the Info icon G) to see contact details. (Figures 24 and 25)

[>]] RingCentral I | B RingCeniral I | 2 RingCentral A
G Dialer 3 i Contacts & Contact Details
L+ ]
Make Outbound Call With @ [+ B
A Search... . 0 Bob Johnson
BZ{ | +1(650) 555-2280 - D N o
m € ) Bensmith 106 2 .
. Press 1tostartacall @ 3 E-Mail Address
a 0 0 E-Mail bob.johnson@mycomp...
To: Enter Mame or Number )] ‘ ' Bob Johnson 107 '/ET\'
L \% B¢ phone Number
e .
.°. @, | Extension 107
. Charlie Lee 112
I 0, 0O Direct +1(650) 555-2123
@ @ @ n Dave Richards 114 Activity
@ @ 0 Douglas Reyes 113 GO NoVoice Messages
B Mo Fax Messages
@ 0 Helen Smith 104 (D NoRecent Conversations
% Mo Recent Calls
P4 No Recent E-Mails
. Jen Williams 105 .
Figure 23 QO Figure 25
Figure 24
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Checking the Call Log

Step 1: Loginto your Office 365 and RingCentral accounts. (See page 7)

Step 2: Click the Call Logicon @. The Call Log list opens in the All setting. (Figure 26)
Step 3: Click the Info icon next to a call on the list to see details for that call. (Figure 27)
Step 4: Click Missed to see only missed calls. (Figure 28)

=] RingCentral =2 RingCentral [~ ]] RingCentral = ]] RingCentral
= Dialer e B Call Log Ho Call Details HH Call Log
B e Qutgoing Call To =
+1(650) 555-2280 - el e : =
- o  Q Search. . Dylan Smithe o | Q Search..
[} [ [—] [—]
o Press Ltostartacall @ a +1(650) 555-4285, San Mateo, CA
o . UnknownCa.. M (] 9 . UnknownCaller..
Enter Mame or Mumber @ Ml MI
[ _[] [_{] ] [}
. . , DylanSmithe _ D R . UnknownCaller..
2, @ @ @ o, & SanMateo,CA ‘4’% 0, o, M
% o P, UnknownCa.. _ 1 ®; . UnknownCaller.. =~
Il I Sunday IG i
Sunday, 10:56 PM
7., DylanSmithe _ ) . UnknownCaller.. =~
57 sanmMateoca 06:29 SMI B
. UnknownCa.. _
D@ s e Fiure 29
Send Text
.. Dyiansmithe
bl 5an Mateo, CA

Call

Figure 26 Figure 27
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Setting up a Meeting with Office 365

Step 1: Loginto your Office 365 and RingCentral accounts. (See page 7)

Step 2: Click the Schedule Meetingicon [l (Figure 29). The New Meeting page opens. (Figure30)

Step 3: Enter the meeting topic, date & time, duration, meeting type, and password; Enable join before host, and click Save in Calendar. (Figure 30)

Step 4: View the meeting details on your Office 365 calendar (Figure 31) and add an email reminder for yourself (Figure 32).

[ ]] RingCentral
3 Dialer f}
-]

Make Outbound Call With @

4

£ +1(650) 555-2280

Press 1tostartacall @

@ "8

= - Mumber
Schedule Mr-_-etlng

@@@
@0@@
OGO

Call

Figure 29

2 RingCentral
3 New Meeting
9 Topic: Wendy Smith's Meetir
When
2
10/01/15 10:00AM
L]
Duration: 1h. + 00m. ¥
]
,6, Recurring Meeting
0 Meeting Type
Screen Share Meeting &

Video Mesting

Meeting Options

Require meeting password [ ¢

Password: Password1

Enable join before host [ ¢

Save in Calendar *

Figure 30

Thu 10/1/2015 10:00a - 11:00a m
httpsi//meetings.ringcentral.com/j/ ()14921

24 Wendy Smith's Meeting

Hi there You have been invited to a scheduled
RingCentral Meetings video conference Join
from a PC, Mac, iPad, iPhone or Android device

m MOD Administrator

Octl 3 J
| /Edt @ Delete
Figure 31

Add an email reminder

1
i
<

o] © | B T U A x ¥ A =

Hithere

You have been invited to a scheduled RingCentral Meetings video conference
Join from a PC, Mac, iPad, iPhone or Android device

Please click this URL to start or join:
https://meetings.ringeentral.com/j/1492191332

Or enter meeting ID at https://meetings.ringcentral.com/fjoin

Join from dial-in phone line:

» Dial: +1 (424) 555-8420

Meeting ID: 1452191332

Figure 32
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Setting up a Conference with Office 365

Step 1: Loginto your Office 365 and RingCentral accounts. (See page 7)

Step 2: Click the Conference icon _i_ . (Figure 33)

Step 3: Select International participants (if any) and click Save in Calendar. (Figure 34)

Step 4: Click “New Conference” on your Office 365 calendar to see details and add an email reminder for yourself (Figures 35 and 36).

al RingCentral = RingCentral Thursday Friday Saturday «
Pl 2 ) P
] 10a Wendy Smitt | 1hy, 10/1/2015 11:30a - 12:00p i
HH Dialer o) HH New Conference 11:30a New,Conf 1
) Remote
L+ . L+ - k
Make Outbound Call With @ Dial-in Number:  +1 (605} 555-3190
L New,Conference
+1 (650} 555-2280 - oSt §37-048-236
° ° . Please join the RingCentral conference. The |
= - par 202-697-515 | Conference will start immediately Dial-In [
a Press 1tostartacall @ 8 | Numbers: * +1 (605) 555-3180 International
I
° International participants & o
Enter Name or Mumber @ MOD Administrator [
[ [ [ [ |
Select International Dial-in Mumbers
0 # Edit [ Delete I
- Q, Search... ) ) __|
Argentina +54 3514085011 G F'gu re 35
Australia +61386720111 Add an email reminder
Austria +43 12650505 €| B I U M & ¥ AT == = v
@ Bahrain +973 16568305 Please join the RingCentral conference.
Brazil +552123911541
The Conference will start immediately
Bulgaria +359 24372438 Dial-In Numbers:
Canada +1(647) 499-8251 « +1(605)555-3180
Chile 56448509202 - Participant Access: 161-057-485
Save in Calendar * Need an international dial-in phone number? Please visit
* http:/fwww.ringcentral.com/conferencing
. * To mute your line, press *#6 on your keypad
Flgl.l re 33 Conference Commands

This conference call is brought to you by RingCentral Conferencing

Figure 34 Figure 36
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Conference Commands

At the bottom of the Conference page, click Conference Commands to open the list. (Figures 37, 38, 39, 40)

]| RingCentral a8 RingCentral a8 RingCentral -] RingCentral
H New Conference 1] £—  Conference Commands i £—  Conference Commands HH ¢—  Conference Commands
®  DbinNumber  +1(605) 555-3190 - [ # | @ (6] ?
Host 937-048-236 Caller Count: Keep track of Mute Host Line Record your conference
how many people are on the
& | Participants: 502-697-515 3 call 2 = Press once to MUTE S = Pressonceto START
. recording
o e - m Press againto -
International participants a n UNMUTE = Press again to STOP
- i i i' recording
Select International Dial-in Numbers o Leave Conference: Lets the o - 7 o
0 host hang up and end the call =
o, e o
Q. Search Secure the Call -
n m Press once to BLOCK
Argentina +54 3814085011 Menu: Listen to the list of all callers Figure 40
Australia +61386720111 D touchtone commands ® Press againto OPEN

Austria 24312650505 the call

- J £
Bahrain +373 16568305 .

. Set Listening Modes B
Brazil +55 2123911541

Bulgaria 135024372438 = Press 1x: Mute callers - Hear sound when people
Callers can unmute with Enter or Exit call
Canada +1(547) 499-8281
i = Press 1x: Turns OFF
Chile +56 445909302

A4 ® Press 2x: Mute callers - sound
Listen only. No unmutin; )
v £ = Press 2x: Enter tone is

"
Sawe in Calendar opren OM Exit tone is OFF

= Press 3x: Unmute .
. = Press 3x: Enter tone is
callers - Opens the line

Conferencelgmmands again OFF Exit tone is ON
= Press 4w Turns ON
sound
Figure 37 Figure 38
Figure 39
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Settings

Click the Settings icon -I:} to see the version of Office 365 and to view the End User License Agreement. (Figures 41 and 42)

] RingCentral = RingCentral
i Dialer o) i Settings
© Make Outbound Call With @ © Dial from extension

4

) +1(A50) 555-2280 Desktop notifications

S o ) .
[ —]
Press1tostartacall @ & | Clicktodial «
o "

0! Enter Mame or Number @ Autharized as
[ m« ] Outlook 365 admin@RCGC..
{logout)

. .
App Version 245

End User License Agreement

Figure 42

Figure 41
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