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About RingCentral forOutlook About this Guide

RingCentral® for Outlook ® provides seamless integration betweenyour This guide is designed forusers of RingCentral for Outlook . It shows how
Microsoft Outlook and your RingCentral services. to install the application to your Windows computer and how to use the

application. This guide alsoprovides some basic troubleshootingtips.
It offers these features:

I Make or receive calls through theRingCentral phone systemdirectly

from your Outlook . BaS|CS

I Find your Outlook and RingCentral contacts combined togetheron an

easy-to-search screen. For optimal user experience, ensure that:

I Enable clickto-dial on any phone number in youlOutlook , allowing you

! e . i o 1 You have set the correct number as youRingCentral Direct Number
to spend more time servicing clients and less time dialing.

H you will be making and receiving cds from this number through

T Sendor receive text messages and see them as conversations Outlook . You can findRingCentral Direct Number in the RingCentral
1 Listen to your voicemails directly from your Outlook . Portal at My Settings >Phones and Numbers > Direct Numbers.

T View calls youtbrmissedad e, recei ved 9 You are usingMicrosoft Outlook 2010 or later .

1 Schedulea RingCentral Conference andRingCentral Meetings without 1 You are usingWindows 7 or later.

leaving Outlook.

RingCeniral
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Installation
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Installation

Make sure you have ability to installnew software on your Windows computer, assometimes administrator privileges are required to install software.

Download the latest version of RingCentral for Outlook. Make sure you close albf your Outlook windows if they are open before you run the
installation file. Run the installation .MSI file and follow he prompts. (See Figure 1)

(45 SetupRingCentralAddIn 464 =] @ ==

Welcome to the SetupRingCentralAddin x64 Setup LA
Wizard el

| ¥y

The ingtaller will guide vou through the steps required to ingtall SetupRingCentral&ddin =64 on vour
camputer.

WARMIMG: Thiz computer program iz protected by copyright lave and international treaties.
IInautharized duplication ar digtribution of this program, ar ang partion of it, may result in severe civil
ar criminal penalties, and will be prozecuted to the masimum exstent pozsible under the law.

Figure 1

Ring
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Verify Installation

After the app is installed,open Outlook; you should sed.ogin to RingCentral on the right side of yourOutlook . (See Figure 2)

1 Sent ltems - kumar@ringcentral.com - Microsoft Outlook - & =
W Send/Receive  Folder  View  RingCentral for Windows a2 @
@ * Ionore x p —; . E . —; 5l Meeting (23 Move to: 7 £ To Manager E @ @- @ 7] Find a Contact
%2 Clean Up = T m (3 Team E-mail « Done [} Address Book
New  New Delete | Reply Reply Forward R N Move Rules Onzllote | Unread/ Categorize Fallow
Eovail Tomee | & lunk~ oy B More - | |G Reply & Delete i Create New ]| M - Resd g Up~ | W Fifter E-mail =
New Delete Respond Quick Steps [0 Move Tags Find
4 Favorites. 4 RingCentral > X
- . <
o — [search sent items (ctri-g) 2] RE: Everything is Cool .,
< - 5 f
[ sent tems Arrange By: Date Hewest an tap @ Kumnar iz Login to RingCentral
n
() Drafts 35] Sent: Tue9/15/201512:13 PM g
s 7 I Today To: | Kumar E
b Vesterday Al = \ EE United States
4 com Yes, Things are in good shape, Summer is coming, pretty excited about our trip to Hawaii El
o =
I Sunday 3 1) 12221232345 Ext
b Last Week v @ Password
g
> 3 _RingCentral_Synchronization_ > Two Weeks Ago 2 Remember me [
5]
1 £ Archives z
[[g Junk Email [102] I Three Weeks Ago H
(5 outbox I Last Month =
[ Quick Step Settings
[ RSS Feeds
() RSS Feeds1
(8 search Folders
3 sent
> [ SyncIssues
3 Trash

(22 e

5] calendar
[8=] contacts
/] Tastes

Figure 2

RingCentral
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Login

To log into RingCentral for Outlook, use yourRingCentral Direct Number for the phone .
number and yourRingCentral password. RingCentral for Outlook is available for all Login to phone system

You can selectRemember meto stay logged in toRingCentral for Outlook for one week.

Login to phone system
(See Figure 3) & P v

Phone number Ext
Password

[ | Remember me

Figure 3

RingCentral
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Collapse andRetract Button

When RingCentral for Outlook is not in use, you can collapse for

more readingarea in yourOutlook . (See Figures4 and 5) LT I (LT 1-3of3 < > -
Login to phone system
Nowv 14
Phone number Ext Nov 14
Password
[ | remember me *

Last account activity: 2 hours ago
Details

Figure 4 Figure 5

RingCentral
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You can also get to these options antime by clicking on the gear icon in the top navigation bai

On the Settings screen you can:

Dial from extension Hallows you to make an outbound call using your RingCentral company
phone number and extension when you do not have a direct phone number

Click to dial Henablesclick-to-dial for Outlook so that you can select a phone number from an
email and right-click to initiate a call.

(See Figure 6)

RingCentral v X
B RingCentral
3 Settings
o Dial from extension
Click to dial «
App Version 2.2.2.3

About Qutlook Add-ln version

End User License Agreement

.ﬁ%[‘

o7

Figure 6

RingCentral
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Dialer

You can bring up the dialer by clickinghe dialer icon fromthe
navigation bar. In order to make an outbound call you can either
use the number buttons on the dial pad or type aumber directly
in the text box.

Make Outbound Call With

You can make an outbound call witkeither your browser or your
RingCentral phone.

Browsert you can use your computer to make and receive calls
When you use this option make sure you have a working
microphone and speaker. You can also select a callt that will
be displayed to your call recipient.Please note you inbound call
will also ring your computer when selecting this option

Other phoneHyou can use your RingCentral phone such as your
desk phone or RingCentral softphone on your computer

(See Figures 7 and 8.)

RingCentral r X RingCentral r X
] RingCentral -] 2l RingCentral ]
HH Dialer e} = Dialer 3
L - ® Make Outbound Call With g
Make Outbound Call With
= = Browser
Browser [
& 2 Other phane L
P Main company number - @
Other phore +1 (650} 743-8880 -
1 e Press 1tostartacall @
B nter Mame or Mumber {":‘j i
L. e Enter Mame or Mumber G‘}
@
Figure 7 Figure 8

RingCentral
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Click-to-Dial

You can also use the clicko-dial feature to make an aitbound call. Once you are logged in successfully tRingCentral for Outlook, all phane numbers in
your email can be selected to bring up a c owhereckcked, mkdauthawunibér. (SedFguré ¢ a | |

LA Sent Items - kumar@ringeentral.com - Microsoft Outlook o & =

m Send/Receive  Folder  View  RingCentralfor Windows s @
@ % lgnore x y 3 $ EE Meeting (23 Move to: 7 3 To Manager @ N @ ] Y Find a Contact
Clean Up - - ™ Team E-mail Done Address Book
= = >t @

Eri:«:” ‘t::u:v & unk- Delete | Reply R;;‘Jlly Forward B ore CuRepy B D Create New || Move Rules Onsiiote | Unresd/ Categorize FE\‘\,O:M  Fiter E-mail -
Hew Delete ‘ Respond ‘ Quick Steps & Move Tags ‘ Find
< "
‘ Fgr::m ) [search Sent ttems (ctri+g) P RE: Everything is Cool < |EEaEE . . X
S Arrange By: Date Newestontop ¥ |4 Dass, P o a Login to RingCentral
[7) Drafts Be] Sent Tue9/15/201512:13 PM £
9 s 604 » Teday Tor Kumar, ] 2
4 kumar@ringeentral.com 7 Yesterday Hey Kumar, . . m g - Aol
How are you? Thanks for timely help with extra cash th, Can you please call me when you s ©
[ nbox (417) I Sunday get a chance, | need to return the money 3 Dass,P
) Drars sl The number is 212-123-2456 Connected | 00:09
L3 sent Ttems b Last Week Thanks buddy Ga Copy v :
{5 Deleted ltems (504) whots., 5 Outgoing Call ®
13 _RingCentral Synchronization_ | b Two Weeks Ago 5
>3 Archives LookLe f‘ 9 Dass, P
(@ Junk Email [102] b Three Weeks Ago Sgnonyms ; e !
3 News Feed B Tangate g m 212-123-2456
s e v Last Month View Source 1 .

(3 Quick Step Settings

[ RSS Feeds . Otder Additional Actions -

[E RSS Feeds1 [ call with RingCentral 9
[ search Folders Activity
3 sent e
>[4 Synclssues
3 Trash No Voice Messages

No Fax Messages

1Recent Conversation

5 Recent Calls

B~ O u B

5 Recent E-Mails

|@ma
{75 calendar

Type text
Contacts
] Tasks
Ll @ - i
Items: 2,663 | ‘& Reminders: 1 Updating Sent Items,  [3] Connected to Microsoft Exchange (Headers) | [0 B3 100% |

JalNCIN = N

Figure 9 RingCentral
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OutgoingCall

Onceyou click on a phone numbeis described in
Click to Dial above,or use the dial pad to make an
outgoing call, RingCentral forOutlook shows the
status of your call and your selected RingCentral
devicewill ring. (SeeFigure 10.)

If you choose to u® a RingCentral device rather than
browser after you accept the call on your RingCentra
device, you may be prompted to press 1 if you had
selected the check box on your setting screen.

After you acceptthe call py pressing 1 or simply by
picking up the phone depending on your settings), thi
destination phone will ring. (SeeFigure 11.)

Whenthe call is connected andhe destination
phonerings, thecall status is shown on RingCentra
for Outlook . (SeeFigure 12.)

o

) E e © e

® i

RingCentral’

(234) 123-4567

£ Outgoing Call

To:
234547890

Close

Figure 10

[

5 @ o © I

e

o~

RingCentral’

(234) 123-4567

£ Outgoing Call
Please press 1 to connect with

your party
To:
2345467890

Close

Figure 11

[

> B

® i

RingCentral

@ (234)123-4567

£ Outgoing Call
Please wait for the other party to
answer

To:
234567890

Close

Figure 12

RingCentral
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IncomingCall

When you have an incoming callRingCentral for Outlook
will show you the call indicator. If you are using the 2l Login to RingCentral

prowser call (?ptl(?n then you can t-ake action in Outlook = $1(312) 123 2345 3 (234) 123-4567
itself (shown inFigure 13); otherwise you can answer the

RingCeniral

call on your RingCentral device. i Active calls
_ _ € Incoming Call
Once the call is connected, the call timestarts. [+]
Dass,P a8t 00:34
When you click the Close button you are returned to the Calling R
screen you were on prior to the call SeeFigure 14.) o i S o
Incoming Call @ (234)456-7890

Q-+

Close
@ Dass, P & -
= 212-123-2456 °

g j-
QD
tivi
3 ty
{t
OO No Messages @
E Mo Fax Messages
';:) 1 Recent Conversation Figure 14
% 5 Recent Calls

5 Recent E-Mails

Figure 13

RingCentral
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Browser Call Control

When you have selected a browser for call handling and
you are on a cdl either incoming or outgoing,RingCentral a2 Login to RingCentral & Login to RingCentral

for Outlook presents you with call control options. -

Mute Hthe Mute button allows you to mute your speaker . 31 Active calls
. H-H Active calls
and microphone. o
o Dass,P
HangupH the Hangup button allows you to hang up the Dass,P ] Calling
Calling

phone. B . Incoming Call @

[—]

Incoming Call @

Clicking the === icon opens up additional call controls
(SeeFigure 15.)

@ Dass, P
Clicking the $£% icon opens up the dial pad, which allows @ Dass, P - 212-123-2456

212-123-2456 .

@+

Ll

you to enter digits when on a calfifor example, when L L
calling a certain 800 number and getting a voice prompt

to Tpress 1 for (SeaFgureolBe r «%s  ©ooo 33 ? [ l
Transf
i @ 0 ransrer
Transfer Hthe Transfer button allows your call to be . -
forwarded to a different phone or extension. fo! ctivity [ Flip l
FlipAthe Flip button allows your call to be switched to a l Record l
. . . No Messages
different RingCentral device. [ Hold l

RecordH the Record button allows you to record an No Fax Messages

. o Recernt walls
active call. =

1 Recent Conversation

Hold H Puts an active all on hold. 5 Recent E-Mails

O o B

5 Recent Calls

Figure 16

5 Recent E-Mails

Figure 15

RingCentral
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New SMS

The New SMSscreen allows you to send a text message
to your Outlook contacts, your company colleagues, you
personal contacts, or any other phone number. The
screen allows you to select more than one contact or
phone number in case you wanthe same message to be
sent to multiple recipients. (See Figure 17.)

As you start typRingGentralfor t h
Outlook will search across yourRingCentral Corporate
Directory, RingCentral Personal Contacts and your
Outlook Contacts to try to find a match. (See Figure 18.)

After the message is sent, you will see th€onversation
screen. See theViessage Conversation section for more
details.

SMS | 17

-+

d
il

i

P

RingCenitral

(234) 123-4567

Mew SMS

g To:  Enter Phone Mumber

Type text

Send

Figure 17

EE

i

RingCentral

@ (234)123-4567

MNew SM5

Jay Pisttachio
Typ (456) 789-1334

Jaycob Dogood
5555
| &
Jayson Smart
5678 .
Figure 18

RingCentral
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Messages

Select tabs toview your Voice, Faxand Text messageson the Messagesscreen. This screerdisplays Ri ontral
all of the messages that you have received for the past week. =

. . . = @ (234) 123-4567
The All tab displays allof your messagescombined. (See Figure 19.) :

B Messages
H All Voice Fax Text
o

! Search...

Jaycob Dogoed

:L yes

o Jayson Smart _
i lol o
(234)456-7830

test )

Q

o

(7]

Figure 19

RingCentral
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New Messagendicator

When you receive a newmessagethe RingCentral for Outlook Messagesscreendisplays a new
message indicatoras a numberinside ared field. The number indicates the total number of messages

RingCentral

that are new (that is, not heard or read). (See Figure 20.) = @ (234) 123-4567
El Messages
H All ﬁ Fax Text
e
! Search...
=
lohn Doe s TEn
2 Wolce Message ... o
o
B4
o,
+)
@
Figure 20

RingCentral
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MessageDetalils

The Message Detailsscreenshows:

il

f
f
f
f

Direction of the message (Incoming or Outgoing)
Contact name (if available)

Phone number.

Message Received or Sent time

A Call button that allows you to make a call to your
message sender or recipient

A Send Textbutton allows you to send a text to your
message sender or recipient

A Back button allows you to go back to the message
list.

(See Figures21 and 22.)

H ©

B © I

®
L]

@ &+ O

W

RingCeniral

(234) 123-4567

Messages

o

John Doe
Woice Message ..

Figure 21

L

Text

H ©

- B O I

© &+ o

RingCentral

(234) 123-4567

— Message Details

Incoming Message From

John Doe
(231)456-7890

Received Today 12:37 PM

Send Text

Figure 22

RingCentral
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VoicemailMessage

In order to listen to your voice messags, click on the name or number that appears on the message.

A voicemail audio control will pop up. RingCentral

1 The play > button will allow you play your voice message through your computef® audio. = ® (234) 123-4567

1 Avoice message duration is displayed
2 Messages

1 You can pause and resume anytime the messageplaying.

1 You can return a call tothe personwho left you this message by clicking on the phone ican oes Al Fax | Text

1 You can send a text message tthe personwho left you this message by clicking the balloon

icon L+
: ! Search...

1 You can flag this message by clicking on the flagdno.

1 You can delete a message by clicking on the delete icon ® 00 Jo_hn Doe 12-37 PM
= Wioice Message |

(See Figure 23.)
o

> cooo ———— o011
=] . :
o, N F @
Q
o
Figure 23

RingCentral
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FaxMessages

To view a fax message, click on the name or number that appears on the message. A fax messac
control will pop up.

RingCentral

1  When you clickon the fax icon on the pop upthe fax will open up in your browser. E % (234) 123-4567

9 Clicking Delete will delete the fax message

=] Messages
(See Figure 24.)
3 All Voice ﬁ Text
o ) Search...
John Doe
2 E FaxReceived (1_. o
o i
I‘:/;_I
e
tii
a1
(2]

Figure 24

RingCentral
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TextMessage

When you see a list of messages, the list displays the most recent message if the message is part ) )
conversation. RingCentral

To view your text message conversation, click on th@ame or number that appears on the message @ (234) 1234567
(See Figure 25

= Messages

e All Voice Fax Text

® (), Search..
(4]
- Jayson Smart 11:49 AM
= yes
o Jaycob Dogood "
lol S
i
j, +12345678910 ;
Monday
test
Q
@
Figure 25

RingCentral
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MessageConversation

Once you are on the conversation screen, you will see messages that are part of this conversatiol
The messages are sorted by the time they arrived or were sent. Newer messages are displayed a
the bottom.

You can send a new message as part of this conversation by typing in the text box anddigking
the Sendbutton, or by hitting the Enter key.

The back arrow ra will navigate you back to the message lis{See Figure 26.)

K ©

o B © I

@ & O

RingCentral’

¥ (234) 123-4567

- John Doe

should we just add it before
the Troubleshooting section?

yes, that make sense
ok,

so there is no change from
User Guide?

yes, no change inuser guide
Type text
Send

Figure 26

RingCentral
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Contacts

You canaccess yourRingCentral Company Directory, RingCentral Personal Contacts, andOutlook
Contacts from RingCentral for Outlook.

RingCentral

You can navigate to theContacts screen by clicking on the person icon in the navigation baihe = ¥ (234) 123-4567

screen is initially blank; type in the sarch box to find your contact. (See Figure27.)
2l Contacts

sas L4 Search...

o F © I

e o o

Mo contacts to display

Figure 27

RingCentral
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Contacts Search

As you start typing in the search text boxRingCentral for Outlook will simultaneously search your
Outlook, Personal and CompanyDirectory contacts and display them onyour Contacts screen.

(See Figure 28.)

Figure 28

RingCentral



























