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Introduction

RingCentral is an award-winning cloud
communications system that delivers high-quality
online meetings, unified voice, fax, text, and audio
conferencing for businesses of all sizes.

This guide will help system administrators set up and
access the following RingCentral features:

e Auto-Receptionist

e Multi-level IVR (Auto-Attendant)

e Visual IVR Editor

e Company directory

e Company numbers

e Call groups

e Presence

e Call queues

e Call monitoring

e Call handling and forwarding

e Call recording on-demand and automatic

e Audio conferencing

e Paging

e Hot desking

e Reports

e Roles and Permissions

e Templates

e RingCentral Rooms and Room Connector*

e Large Meetings*

e Webinars*

e Multiple Account Access

e Multi-site Support

e Corporate email as user ID

e Gmail (or G Suite) email as user ID

e Single sign-on

*An additional license fee is required.

RingCentral
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How to Access Your Account

If you have created but not set up your administrator
account, see_“Appendix A: Express Setup for Admins”
on page 247 to learn how to set up your account.

Log in to your online account by going to https://
service.ringcentral.com/. The default method of
account access is by RingCentral phone number. Select
your country from the drop-down menu and enter your
RingCentral phone number and password. Click Log In.

Unified Login

If you have both RingCentral and Glip 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. See Use a Corporate Email Address to
Log In and Use a Google Account to Log In.

Single Sign-on

If Single Sign-on is set up for your account, click Single
Sign-on. Enter your email address on the following
screen, then log in with your corporate credentials. For
more information see Single Sign-on*.

Account Validation

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 unrecognised computer.

RingCentral
2 Glip

Bring people and
productivity together

Team messaging, file sharing, calling,
online meetings, and more for all
RingCentral Office customers.

@3Q

@ Protect your account from identity theft and phishing

RingCentral

RingCentral

Sign In

B ~ | Direct, Fax or Main Number
Extension (Optional) @

Password

] Remember me

Sign In

Forgot Password?

Or Sign In With

& Email G Google &) Single Sign-on

New to RingCentral? Sign up here

English (U.S.)


https://service.ringcentral.com/
https://service.ringcentral.com/
https://service.ringcentral.com/
https://service.ringcentral.com/
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Use a Corporate Email Address to Log
In

The Email as User ID feature allows users to login using
aunique email address. When users login to an
account, they receive a notification about the feature,
and can enable the feature by specifying a unique email
address.

This feature applies to accessing your RingCentral
online account, RingCentral Meetings, endpoints such
as RingCentral Phone, RingCentral Glip, integration
applications, and the Multiple Account Access portal.
This feature can also be configured during Express
Setup of your RingCentral account.

For information on automatically provisioning users
from your corporate directory, see Directory

Integration.

If not already configured, enable the feature:

1. Loginto your account using RingCentral
credentials.
2. Enable the feature as follows:
a. Inthe email popup, select Enable now, and click
OK.
b.Or, in User Settings, select Use email to log in.
3. Verify the uniqueness of the email address.
4. Edit any duplicate email addresses.
5. Click Save and log out.

To Log In using Email as User ID:

1. Intheloginscreen, click Email.

2. Enter the unique Email address and Password
associated with your RingCentral account.

3. Click SignIn.

RingCentral

RingCentral RingCentral

Sign In Sign In
= .
u Remember me

B Remember me

Forgot Password?

Sign In

Or Sign In With

Forgot Password?

’ Or Sign In With % Phone G Google | © Single Sign-on

i G Single Sign-
b Emat G Google © Single Sign-on New to RingCentral? Sign up here

New to RingCentral? Sign up here
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Use a Google Account to Log In

The Google login feature allows 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.

This feature applies to accessing your RingCentral
online account, endpoint such as RingCentral Phone,
RingCentral Meetings, RingCentral Glip, 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.

1. Loginusing your RingCentral credentials.

2. Select Users.

3. Select auser. The user settings page is displayed.

4. Inthe Email field, specify a unique email address.

5. Click Verify email uniqueness; resolve
duplicates.

6. Click Save and log out.

To Log In using Google:

1. Inthelogin screen, click Google.

2. Enter your unique Gmail Email address and
Password.

3. Edit any duplicate email addresses.

4. Click Allow to allow the application access.

RingCentral

Sign In

B Remember me

Forgot Password?

’ In With

B3 Email G Google &) Single Sign-on

New to RingCentral? Sign up here
Google

One account. All of Google.

Sign in with your Google Account

6

dave richards@gmail.com

Password ;

+' Stay signed in Forgot password?

Create account

One Google Account for everything Google
GMmBPrOL * @

RingCentral

Google

One account. All of Google.

Sign in with your Google Account

.‘ Enter your email ‘

Find my account

Create account

One Google Account for everything Google
GMmRDL ¢ M@

(e )2

- RingCentral would like to:

; Know who you are on Google 0]
; View your email address ®

By clicking Allow, you allow this app and Google to use your information in acgadance
with their respective terms of service. You can change this and other Acco

Permissions at any time.
Deny m
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Admin Homepage

RingCentral @ Dave | 020 8554 00Z3EXL DT oot Loan
When you log in as an administrator, you access the “ Prome sk [ eonll SR L B
Admin Portal for admin-only tools and configuration of
account-wide phone system settings. You can access mie o Company Shortcuts
. . . . . T
your individual account overview and settings from the
My Extension page. At the top of the screen, hover over L ® o
. . . . iml
Admin Portal and click My Extension to switch to your — . — —
individual user homepage. 2 e e ooy
Auto-Receptionist
R . Howdol ...
M a I n Fu nCt I O ns Change what callers hear ® 399
. . .. 5 Group(s) Set up call forwardin ® 2w Change what callers hear
There are a few main functions that administrators can & 30mes cn.mzmmmmzm.. A
access from any online page. These functions are Do ot nolcatin b ol oo 8 O Stz (»]
Not Disturb, Conference, RingOut, and FaxOut. Phones & Devices fee e O
Get more help ® 134 RingCentral’ m
Admin Portal b
From the Admin Portal, admins see admin-only tools.
The Phone System tab houses all of the main settings
for the entire phone system. Here, you have Company
.. ingCentral _ e @ Dave |N20B554 0023 B 101 GetHelp | Log Out
Info, Phone Number, Auto-Receptionist, Groups, and R
Phones and Devices. The Users tab allows you to view “n Messages  Calllog  Contacts  Settings  Tools s & B
and manage users, and edit user permissions. The
. . Recent Messages - 2 new and 9 saved messages Setlings Shortcuts.
Reports tab presents usage analysis and trending B = — — e
metrics in an easy-to-read graphical format. The Call oo » wnrausim & Lauren Smith Yeseray s 025 ey
. . . . . - ao » 020 7046 0516 :E RingCentral Tue 03/24/2015 2:30 PM 0:25
,an (1] abs display Information abou our 0 ao » 02079450293 [ RINGCENTRAL ING Mon 03232015 839 AM 009 SRae e
Lo d Billing tabs displ f t bout Mansge U >
phone system. The Tools tab has more setup options e e B i CAP O
such as Account Va“dation, and IVR. D ap » 02078460888 [ Lauren Smith Mon 03232015 1258AM 025 Manage Phones & Devices >
0 ao » 02070450088 [ RingCentral Mon 032372015 1258AM 035 TR 5
L ao » 0207045 0888 [ oS ALTOS CA Mon 03/2312015 12:52 AM o008
My EXte nsion 2w Blick Announcements
When you switch to the My Extension page, you see e s — T
the standard user settings view of Overview, Messages, |t o o ats0m 6 eesseuen L Toaay ostan oone
. . . L Te 02070460515 & Lauten Smith Tooay 948 AM 00056 L
Call Log, Contacts, Settings, and Tools. Click on Settings 8 ¢~ memm B od Comtact oy canAM 00035 ew
to access your individual settings.The My Extension tab b s N o oo e
) G : B Lowonsmit ue 0328 —
houses the same settlngs as a regular user haS. 0 A\ From 020 7046 0888 [ RINGCENTRAL INC Tue 03242015 3:02 PM 00036 e
O W Te: 0207045 08B (3 Add Contact Tue 03242015 259 PM 00120 -
0 % From 020 7046 0886 [ Lauren Smith Tue 03242015  255PM 00016 Gew &Fomm &0 [:}Feedbw
(] L" From: 020 7946 0293 1 RINGCENTRAL INC Tue 03242015 251PM 00029 k. »
U ‘.’ To: 02070460515 [ RINGCENTR'L INC Tue 03242015 248 PM 00025 QC »

X Delete @ Block



RingCentral Office UK | Admin Guide | Getting Started 14

Product Help

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 link you to relevant
Knowledgebase articles on the RingCentral
Customer Care portal for more detailed feature
information.

B company e

& Prons tumbers

4 Groupls)
1 Other(s)

[ rrones s Devces

(Create your cwn Auto-Recairtionist for your Phone System. Cusiomize your options ke efiectve call management. Leam More

Gereral Sefings VA Manus.

MAEdke  Prompis Libeary

' Company Hours
24 Iours.
~ IVR Settings
Company Greeting
Hew 1o handle incoming calts during busingss howrs. Leam Moy
‘Company Hours Greeting Atter Hours Greeting
Plary company groeting Aher Hours call handiing (o intn efiect whesn your busingss is
cioped. The Business Hours i curenty sat o 24 hours & day.
> D001 0000 ) e ™ 0% o
Hours.
M caber entars o acton: Connect K openator
Edit
Custom Answering Rules ’
Wou can ereats tusiom rulss lor spacial reuting during holdays, ¥ (g o fer Lavarm Mo

Gustom Rule

RingCentral

FRODUCTS  APPS& INTEGRATIONS

RESOURCES ~ SUPPORT  ABOUTUS

urtry. United States Sales BOO-B20- 3476

Setting Up Advanced Company Call Handling rules via the Auto-Receptionist

Unguge Ergiet [ 50w Progernes

RingCentral
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Do Not Disturb

In the upper right of every page of your online account
is a small colored icon next to your name. This icon
displays your Do Not Disturb status. Click the icon to
toggle between statuses:

e Do Not Disturb Off: Green means that you
are available to take incoming calls.

e Do Not Disturb On: Orange means, "Do not
accept call queue calls." These callers are sent
to voicemail.

e Do Not Disturb On: Red means, "Do not
accept any calls." All callers are sent to
voicemail.

RingCenfral
Phone System
E Company Info
\f Phone Numbers
O Avio-Recepiionist

5 Group(s)
3 Other(s)

Phones & Devices

Users Reports Call Log

| Company Shortcuts

Edit Company
Business Hours

| Howdoll...

Change what callers hear
Set up call forwarding

Change company voicemail

Set up notification for calls, voicemails,

and faxes
Use call queues

Get more help

Admin Port;

Billing Tools v

Change Company
Greeting

® 349
® 239
® 133
® 122

® 216
® 134

RingCentral

@ Dave | 020 8554 D023 Bxt 101 Gel Help | Log Out

-
L B

» & Take all calls

& Do notaccept call queue calls

& Donotacceptany calls

Sel Company Fublish Company
Caller ID Info to Directory
Assistance
Set up call forwarding
RingCentral’

Set up call forwarding
Watch video
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Audio Conference

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

Each customer receives a unique 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 in the
invitation. Check the "l have international participants"
option, then select 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.

*See Conference Commands on the following pages.

RingCentral
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Launch the Conferencing Application

1. Click the Conferenceicon. A pop-up appears with
conference numbers and settings.
2. View and set the following:

a.View Dial-in numbers.

b.View Host and Participant codes.

c. If you have international participants, check
the box next to International Dial-in Numbers.
Select international dial-in numbers at the
bottom of the pop-up.

d.Check the box next to Enable join before host
to allow participants to start a conference call
without a host.

e.Click Invite with Email to open an email with
pre-populated conference details. Then enter
participant details and send.

f. Click Conference Commands to view and set
additional features.

3. Click Done.

@ Dave 020 8554 0023 Exo Get Help | Log Out
2
0o

& B

RingCentral

of

P

Dz, =
H

. o

Confarance

Dial-in Numbers
Select one or more Dial-in Number for participants.

= Location «~  Diakin Number

Ed Los Angeles, CA (213) 291-8058

Philadeiphia, PA (267) 930-4000

Intemational Dial-in Numbers ()

None

Select

# Enable join belore host

Conference Commands ()

View

Select International Dial-In Numbers X
Search
Show All | Show Selected (0)
] Location w  Dial-in Number
@ Argentina +54 (11) 59842371
] Australia +61(2) 83104136
(=] Austria +43 (1) 2675024
@ Bahrain +973 16196814
a Belgium +32 (2) 8089351
B Benin +229 61509862
O Brazi +55 (61) 35500673
@ Bulgaria #3589 (2) 4917819
O  Canada +1 (438) 6000531
B Canada +1 (431) B001648
Total: 58 Show: (10 ¢ < 1 2 3 2
Cancel
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Conference Commands

Conference

For the Conferencing feature, the host and participants

Dial-In Number: 020 3318 0970 Use this command... To do this...
have the same conference bridge number to dial in to, .
but their call control depends on the access codes that Fost s - Coller Count Keep ek ethow many peopie are onfhe cal
they will use. Participants: 879-088-060 a Leave Conference: Lets the host hang up and end the call
e The Host has the full call control and can + Ihave international participants @ oo _ _
access the conference commands in the table Menu: Listen fo the list of touchtone commands
tothe rlght v EnebiEjoinberore host Set Listening Modes
® Participants have ||m|ted Control Of the Select International Dialin Numbers a « Press 1: Mute callers - Callers can unmute with [#]
conference Commands. - Press 2x: Mute callers - Listen only. No unmuting option
q « Press 3ic Unmute callers - Opens the line again
The commands are displayed with the conferencing P— PP e Hoet Line
dial-in information. — 43 12675024 l B a . Press once to MUTE

« Press again to UNMUTE

Bahrain +073 16198814

Brazil +55 6135500673 secure the Call

Bulgaria +359 (2) 4917819 a + Press once to BLOCK all callers

Canada +1 (437) 800-0918 - Press again to OPEN the cal

Chile +56 229382089 X
Hear sound when people Enter or Exit call

China +86 1059045554

« Press 1x: Turns OFF sound

Croatia +385 (1) 777-6559 a B « Press 2w Enter tone is ON Exit tone is OFF

= Press 3x Enter tone is OFF Exit tone is ON
Invite with Email - Press 4x Tums ON sound

Record your conference

Conference Commands > @ a - Press once to START recording

= Press again to STOP recording

Close
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RingOut
. . ° Dave | 020 8554 0023 Ext. 101 | Log Out
RingOut enables one-touch calling from any phone or v
internet-enabled computer, allowing you to make calls .
using your business caller ID from any location, such as S|SB
a hotel room. The RingOut icon is located in the upper ) ]
right of every online account page. @ - - AngOu - RingOut -
1. Click the RingOut icon in the upper right corner. : .
2. Apop-up dialer will appear. 020”33:;3310
3. Dial anumber or use your keyboard to type a P —— W P s Ty 0' Pl e i ey
number into the text field. » v 2
a.You can also choose from among recent calls, o .
or from your contact list. . 2 3 1 2 3 1 2 3
4. Select the From number you'd like to show as 0 =/ A\ = = = =
your caller ID. You also have the option to choose 4 5 6 4 5 6 4 ] 6
Custom phone number from the drop-down =/ &= 2 NS S nSONES
menu and enter the desired number in the text 2 tEa e . 8 £ e L2 (0
field below the drop-down menu. ' o ' =
5. Onceyou have entered From and To numbers, * 4 # * o # * g #
the Call button will turn green.
6. Check the box next to Prompt me to press 1 m
before connecting the call if you'd like the B
system to confirm that you would like to make T 1 ey s g g e o 1 ey s OO WM o] P s A
the call before you are connected. When the T e
system calls you, you will hear "Please press 1 to »
connect." This message protects you in case you M it X

mistyped your own number, or if your voicemail
picks up too quickly.
7. Click the Callicon. The system first calls you.

Type Phone Number Date/Time Length

When you answer (and press 1 as instructed if . R .
you've selected this option), it then calls the @' e ” PR BRI
other number and connects you.

- To: Today 1:49 PM 00:00:00

Call Logs Cancel




RingCentral Office UK | Admin Guide | Getting Started 20

FaxOut
To quickly send a fax from your online account, click the e 1 2
FaxOuticon located in the upper right corner. Fill in the B %

form with recipient's fax number and cover page

information, and attach or scan a document, which will Send a Fax

automatically be converted into a fax.
To @

FaxOut recognises a wide variety of standard
document types, including word processing and
spreadsheet and PDF documents.

2§

"Jonny Test" (+1234567895)

Cover Page

) Enable

Send files from Dropbox, Box, or Google Drive with just

afew clicks. Attach Files @

& Google Drive
1. Click the FaxOut icon in the upper-right corner.
2. Enterupto 50 recipients.
a. Search and choose Contacts or Groups.
a.Click Insert.

3. Select your cover page and add a message.

4. Attach files from Dropbox, Box, Google Drive, or
your computer and authorise RingCentral to
access your files (you have to do this only once).

5. Toenable scheduling, select Enable and select a

Browse

1234567.rtf

Schedule

& @ Enable

Sendon = 10/17/2017 11:00PM B

RingCentral

time for Send on.
6. Click Schedule.

@ Contacts Groups

Select contact 1o insert

Search Contact

Show All | Show Selected (2)

=) First Name ~  LastName

Total: 8

Select Contacts

Fax

Business Fax: +6512345667

Other Fax: +12052345688

Other Fax: +12052345888

Business Fax: +441132345678

Business Fax: +441132345678

{ Business Fax: +13662643332

Business Fax: +12051234

Business Fax: +1205345

Show: 10 & ¢

@ Cancel I

sert
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Phone System



RingCentral Office UK | Admin Guide | Phone System 22

Phone System

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

e Company Info

e Phone Numbers

e Auto-Receptionist Settings

e Multi-Level Auto-Receptionist

e Groups

e Phones & Devices

On your Phone System page, you have Shortcuts for
quick access to commonly used functions, such as:
e Edit Company Business Hours
e Change Company Greeting
e Set Company Caller ID
e Publish Company Info to Directory
Assistance

Click “Get Help” in the upper right corner for access to
the RingCentral Help Center.

Howdoll...

If you need help setting up your phone system, see the
How do I... section to watch short, helpful videos.

Rii niral

Phone System Users
E Company Info
\# Phone Numbers

@ Auto-Receptionist

e
‘£ 5 Group(s)
3 Other(s)

Phones & Devices

Reports Call Log

| Company Shortcuts

Edit Company
Business Hours

| Howdol...

Change what callers hear
Set up call forwarding

Change company voicemail

RingCentral

@ Dave | 020 8554 0023 B4 101 GetHelp | Log Out

Billing Tools v

Change Company
Greeting

@ 349
® 239
® 133

Set up notification for calls, voicemails, (& 1:22

and faxes
Use call queues

Get more help

® 216
® 134

-

Set Company
Caller ID Info to Directory
Assistance

Publish Company

Change what callers hear

>

RingCentral’

Change what callers hear
32127 views
Watch video
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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.

Manage 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 edit the
information for any of your existing sites (by selecting
the site from the list). Site filter controls are also
available from pages which contain site assets.

For more information on RingCentral Multi-Site
Support, see Multi-Site Settings. To create a new site,
see Create a New Site.

Phone System

ﬁ Company Info

‘f Phone Numbers

Q Auto-Receptionist

5 Group(s)
3 Other(s)

Phones & Devices

#Ewm

\? Phone Numbers

O Auto-Receptionist
0 Group(s)
7! 0 Other(s)

Phones & Devices

niral’

Users

RingCentral

COLTURELTE IR A @ John | (650) 530-0164 Ext. 101 GetHelp | Log Out

Reports Call Log Billing Tools » &, B
Company Address Caller ID Name Directory Assistance
Company Address information will be used for publishing to Directory Listing if this service is available for your account.
Company Name (O City
My Company San Mateo
Company Address State/Province
123 Main Street California v
ZIp Code
94404
Save
Search sites. Q + New Site
X
Ext. Name/Type General Info Address Caller ID Name Directory Assistance
Main Site
This name along with the phone number will be displayed to the called party whenever an outbound call is
30001 Belmont Office made using the local number as the caller ID. Max 15 characters. Note: Does not apply to toll-free numbers.
30002 Denver Office
Enter the name you want the caller ID to
, be displayed for this site. If skipped,
30003 East Coast Regional Center site's caller ID name will be set to be the
same as company's caller ID name.
30004 Warehouse Florida
BELMONT OFFICE
30005 Canada Toronto
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Company Address

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

1.

2.
3.

From the Admin Portal, select the Phone System
tab.

Click Company Info.

Click Company Address.

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

Ril entral

Phone System

d B company inio

‘# Phone Numbers

Q Auto-Receptionist
‘;‘ 5 Group(s)
3 Other(s)

Phones & Devices

RingCentral

LOLONI I @ Dave | 020 8554 0023 Ext 101 GetHelp | Log Out

Users Reports Call Log Billing Tools = % =

Company Address Caller ID Name Directory Assistance

4

Company Address information will be used for publishing to Directory Listing if this service is available for your account.

Company Name O Clty

My Company San Mateo
Company Address State/Province

123 Main Street California
Zip Code

94404
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Caller ID Name

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.

1. Fromthe Admin Portal, select the Phone System
tab.

2. Click Company Info.

3. Click Caller ID Name.

4. Enter your company name exactly the way you
want it to appear on Caller ID displays, for local
calls made from your main company phone
number. You can enter up to 15 characters.

5. Click Save.

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.

RingCentral

LU LRI S @ Dave | D20 8564 0023 Ext 101 GetHelp | Log Out

& B

Rii niral’

Phone System Users Call Log Billing Tools v Lo

qﬂ Company Info

‘1.* Phone Numbers

Reports

Company Address Caller ID Name Directory Assistance

This name along with the phone number will be displayed to the called party whenever an cutbound call is made using the local number as the caller ID. Max 15
characters.
Note: Does not apply to tol-free numbers.

D Auto-Receplionist .
Enter your company name exactly the way you want it to appear on

Caller ID displays, for local calls made from your main company
phone number. You can enter up to 15 charaters.

o My Company

5 Group(s)
3 Other(s)

Phones & Devices

=
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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:

1. Fromthe Admin Portal, select the Phone System
tab.

Click Company Info.

Click Directory Assistance.

Enter your listing information.

Click Next.

Check the box next to “l agree to the terms of
service.”

7. Click Publish.

ok wpd

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

®

RingCentral

LU LIRS @ Dave | 020 8554 0023 B4.101 GetHelp | Log Out

Company Name @

‘;‘ 5 Group(s) o
3 Other(s)

My Company

Phores & Deces Company Address

123 Main Sireet

Emall

dave richards@example.com

Status:  Unpublished

List your business phone number and add
Features:

+ Enable potential customers to read

0 Review Listing Details

The following it lion will be to Directory Assi

Main Number: (650) 555-0449

Company Name: (1) My Company

Company Address: 123 Main Strest

City. San Mateo

State: California

Zip Code: 94404

Email dave richards@mycompany com

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

Please confirm that you agree to these terms by checking the box:

&

~ lagree to the terms of service.

Ri ntral
Phone System Users Reports Call Log Billing Tools v L 5 7P
E*E Company Info Company Address Caller ID Name Directory Assistance

The will be to Directory

S Phone Numbers
Maln Number: (650) 530-0164

g Auto-Receptionist
Fax (optlonal): (650) 530-0170 (¥ | don't want my fax number listed

Cly

San Matea

State/Province

California v

ZIp Code

94404

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

ress in Directory Assistance:

+ Publish your Gompany Name, Number and Address

ly find your business
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Phone Numbers

R‘mcentm, Admin Portal » °Da\re | 030 8554 0023 Bxt. 101 GetHelp | Log Out
The Phone Numbers tab allows you to view your
numbers by category of number, and add additional Phone System | Uses~ Repos  Calllog’ Biling Tools = 2 & B
numbers to your account.
E Company Info Company Assigned Unassigned Transterred and Vanity Common Phones

The tabs contain these types of numbers:
e Company: numbers that will connect the & o Main Number: (650) 530-0164 Fax: (650) 530-0170
caller to the Auto-Receptionist.

. . . Search Numbers 2 All Locations v All Types v + Add Number - Forward Number
e Assigned: numbers in your account assigned ,
Specifica”y tO an eXtenSiOn 2 Auto-Receptionist Company numbers will connect the callers to auto-receptionist.
o Un.aSS|gned: numbers in your account not _— R Location . -
assigned to any user. &% 3 omere
e Transferred and Vanity: existing numbers oz i Fonvered
that have been transferred, and vanity Phonss & Dievicss [ (650)257-8504 ca Forwarded
numbers to help customers remember your
business phone number.
e Common Phones: numbers that are . -
otal: 2 Show: 10 v '

dedicated for use as phones for Hot Desking.
For more information, see Managing Hot
Desking.
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Add Company Numbers
Adding company numbers to your RingCentral account RinaCentral @ D202 1020 8564 0023 £ 101 Gty | Log Oul
is simple. Select from a list of local numbers by city and ’@
area code, choose an available toll-free number, create Phondyoystem | IRCECT: SRS EPCro T ol o0 S DO oo S & B
your own vanity (personalised) number, or use an
existing number. B companyinks Company Assigned Unassigned Transferred and Vanity Common Phones
Each RingCentral number can function as a voice and d\# e Ml Numoor: (6300 530-0104 Fax: (650} 5300179
fax line for incoming calls. This means that one number Search Numbers o || Attocatons v | [ Arpes . + Add Number | & Forward Number
can be used for both calls and faxing to maximise the D Auto Receptionist oy whroicon il soaae e e i e s
use of your service.
) = 5 Growls) @ Mumber Location v Type
1. It:;rlco)m the Admin Portal, select the Phone System 3 Other(s) J— o _—
2. Click Phone Numbers. S o (e o Forarded
3. Click Company. ,
4. Click Add Number, then follow these A Ny -
instructions: | SokctMabers 2 AssgnioBd 3 SoolNumberPlan 4 Ordor Gonfimation Show: | 10 v <1
a. Local (Domestic): Provide the State/Province o
and Area Code and Select Number. Select one ypmnkion - i
or more numbers and click Add Numbers. e s I
b.Toll-Free Number: Select the button for Toll- catoma . oot
Free Number. and select a Toll-Free prefix.
Select one or more numbers and click Add .
Numbers. .
c.Vanity: Select the tab for Vanity Number. A uner )
Enter a number that helps customers CSelociNumbars 2 AsignioEX 3 SeociNumborPlan 4 Order onfimaton
remember your business phone number. Enter R o
the numbers or letters you wish to use and click ® At Recepuoni
Search to check availability. Select a number S xenen
and click Add Numbers. P~ o
d.International: Select the button next to
Geographic Number or Toll-Free Number. peatmeer ’
Select one or more numbers and click Add < Seloc umbors Asignlo Bt~ Suoct Numba Pan 4 Order Confimation
Numbers. e S -
5. Click Next. Upto | adonal mumbors Permonth $5.00°
6. Assign the number as Auto-Receptionist or S i
Select Extension. o
7. Review any changes to your number plan.
8. Click Done.


mailto:Office@Hand
mailto:Office@Hand
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Add Assigned Numbers
Under Assigned, you will see all of the numbers RinaCentral @ Dave 1305554 0023 B 101 Gettiep | Log out
assigned to a user that have been set for your phone "6 | T Ny - L
system. From here, you can add a number. rronoysem | TROE | O e oS B9 TeoT i 2
1. Fromthe Admin Portal, select the Phone System 1] s e e e B o ey O o e
2. Elalliac:,k Phone Numbers. Q\* Phone Narbers S s Q] mesme | Mistes -tk i | 2 i e
3. Click Assigned. e .
4. Click Add Number. Follow the following 2 o Receptonist
instructions for the type of number you choose: i osstion gl enianse i D
a. Local (Domestic): Provide the State/Province e 1205) 406.0305 Aiabaster AL Gaorge Mo Lennon 103 Desi Phons
and Area Code and Select Number. Select one (205) 419-c268 Alabaser, AL Donald Harrsen 04 —
or more numbers and click Add Numbers. Phones & Devioos (205) a19-0265 Alsbaster AL John Smith 101 Sofiphon
b.Toll-Free Number: Select the button for Toll- R n Desk Phone
Free Number. and select a Toll-Free prefix. i
Select one or more numbers and click Add i i S ' T
Numbers. .
c.Vanity: Select the tab for Vanity Number.
Enter a number that helps customers i L D _ g [ ] il
remember your business phone number. Enter
the numbers or letters you wish to use and click
Search to see if it is available. Select a number . .
and click Add Numbers. fod irt »
d.International: Select the button next to e et e O s
Geographic Number or Toll-Free Number. et et o -
Select one or more numbers and click Add ;A g
Numbers. R
5. Click Next. . - |
6. Assign the number as Auto-Receptionist or
Select Extension. et ’
7. Review any changes to your number plan. S et e e
8. Click Done. i i B
o ...
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Forward a Number

To maintain your phone number with your current
provider, and forward calls automatically to your
RingCentral account.

1. Fromthe Admin Portal, select the Phone System

tab.

Click Phone Numbers.

Click the Assigned tab.

Click Forward Number.

Enter an existing phone number and click Next.

Select Auto-Receptionist, or Select Extension.

Click Next.

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

8. Click Done.

counprwpd

RingCentral

Ri ral’ LEDTI RS @ Dave | 020 8554 0023 Ext 101 GetHelp | Log Out
Ph:mﬂy:lm Users Reports Call Log Billing Tools = e

& B

E Company Info Company Assigned Unassigned Transferred and Vanity Common Phones
Q\“ Phona & Search Numbers Q All Extensions v| | Al Locations v + AddNumber A Forward Number
6 Forward My Calls to RingCentral *
D Auto-Receptionist
1 Enter Existing Numbers 2 Assign to Ext. 3 Confirmation
‘a 5 Group(s)
3 Other(s)

This lets you maintain a phone number with your current provider and have calls forwarded automatically to your
RingCentral phone account.

Existing Phone Number

Phone Number

Forward My Calls to RingCentral b Cancel

+ Enter Existing Numbers 2 Assign to Ext. 3 Confirmation

Your phone number will be added to RingCentral account as forwarding number.
Show: 10 v <@ >

(6500 555-1212

- [n] - &

RingCentral

% inbound Calls

If my line is BUSY or | DO NOT ANSWER Auto-Receptionist
Forward calls from (650) 555-1212 to: Forward My Calls o RingCentral -
® Auto-Receptionist
@ Selected Extonsion + Enter Existing Numbers « Assign 1o Ext 3 Confirmation

‘Your RingCentral phone system is now configured to accept calls from your (650) 555-1212 number.

In order @Gentral 1o answer your home: oftice telep! you will need 10 ordes Busy Call Handling and No Answer Call
Handling* from your local telephane company. Please prinl this screen for easy reference.

Ordering Call Handling

1. Contact your local telephone company's Custemer Service depariment and request that the telephone features Busy Call Handling and No Answer
Call Handling" be installed on your telephane line.

2. Be sure to indicate that you would like Fixed call handiing, and not variable or basic.

3. Your telepl npany will ask you your calls forwarded. This number is (866) T74-8122

4. The teiephone company mus! enter Ihis forwarding number exaclly s listed, including the *1” before the 865 number, in order for RingGentral to
work. Ask the Customer Service Representative to repeal the number back to you ¥ their c

5. When ordering No Answer Call Handling, you must choose how many fings you would like to hear before your calls are forwardad to RingCentral
You may choose as many or as little as.you like, however we recommend that you set it 1o four (4) rings.

“if the Customer Service Representative says these fealures are nol avaiatie, ask 16 Speak 1o a supervisor. These leatures are availabie aimost everywhere
in the US.

Telephene Company Charges

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

Frint
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View Unassigned Numbers
Under Unassigned, you will see all of the numbers that Ri ntral @i 0208854003 B 101 ot Help | Log ot

have not yet been assigned to a user. From here, you

can Unassign a number‘ Phone System Users Reports Call Log Billing Tools v % B
1. Fromthe Admin Portal, select the Phone System _ ’ )
ta b E Company Info ‘Company Assigned Unassigned Transferred and Vanity Common Phones
g' g: :Et B:z::i;nl;n; bers. é& o Search Numbers @ | AllLocations v | AllTypes v
4. Click a number to see more details. You can filter o Number Lacation v Type
. Auto-Receptionist
results by Location and Type. (4 e - Dosk Phono
You can view phone properties in the Phones & Devices 5 Group(s) (650) 481-0149 San Bruno, CA Desk Phone
. 3 Other(s)
section. (650) 491-0153 San Bruno, CA Unassigned User
Phones & Devices (650) 515-0157 San Bruno, CA Desk Phone
(650) 515-0161 San Bruno, CA Unassigned User
(650) 763-0151 San Bruno, CA Unassigned User
(650) 763-0153 San Bruno, CA Desk Phone

Total: 24 Show: | 10 v| < 123 >
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View Transferred and Vanity Numbers

Under Transferred and Vanity Numbers, you will see
the numbers that you have transferred, and vanity

numbers.

1. Fromthe Admin Portal, select the Phone System
tab.

2. Click Phone Numbers.

3. Click Transferred and Vanity. You can filter
results by Location and Type. Click a number to
see more details.

4. Totransfer anumber to RingCentral, select

Transfer Number. Select a Local US Number, Toll
Free Number, Canadian Number, International
Number.

niral

Phone Systen

Al

) «

Company Info

Phone Numbers

Auto-Receptionist

20 Groups
8 Others

Phones & Devices

Users

Reporis Call Log Billing

Company Assigned Unassigned

Transferred Orders

Status Order Number

813456645

813456345

813456234

@ © o o

813412345

Pending Vanity Numbers

Phone Number
813456645
813456678

81341234

RingCentral

LN @ Dave | 020 8554 0023 Ext 101 Heip | Log Out

Tooss & & B

Transferred and Vanity Common Phones

o ##* Transfer Numbers

~ Date Created Date Completed
01/20/2016 01/20/2016
04/07/2016 N/A
04/20/2016 N/A
01/08/2016 01/09/2016

~  Date Created
01/20/2016
03/112/2016

01/08/2016
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View Common Phones

A telephone shared between users is called a common
phone. Hot Desking allows users to share a common
phone. With Hot Desking you can log in to a shared
RingCentral desk phone remotely—and use it like your
own—with access to your personal extension, saved
settings, voicemail, and more.

Under Common Phones, you will see all of the numbers
that have been assigned for hot desking.

1. Fromthe Admin Portal, select the Phone System
tab.

2. Click Phone Numbers.

3. Click Common Phones. Click a number to see
more details. You can filter results by Location
and Type.

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

To learn more about Hot Desking, see page 139.

Rii niral’

Phone System

B company inio

d\# Phone Numbers

D Auto-Receptionist
5 Group(s)
& 3 Other(s)

Phones & Devices

Reports Call Log Billing Tools =
Company Assigned Unassigned Transferred and Vanity
Search Numbers All Locations

Number Location

(650) 555-5654 Woodside, CA

Total: 0

RingCentral

LU A @ Dave | 0208554 0023 Ext 101 GetHelp | Log Out

Common Phones

L & B
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Auto-Receptionist
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Auto-Receptionist Settings

Create your own auto-receptionist for your phone
system. Customise 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 [VR Mode:
single level. You can change the IVR mode to multi-level
for amore intricate IVR menu. Once the settings are
changed to multi-level IVR mode, options are slightly
different. For more information see “Planning for
Interactive Voice Response (IVR)” on page 48.

Manage Auto-Receptionist with Multi-Site Support

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. For more information on
RingCentral Multi-Site Support, see Multi-Site Settings.
To create a new site, see Create a New Site.

Rinientmr‘
Phone¥System Users

E Company Info
‘:E Phone Numbers

* Auto-Receptionist

5 Group(s)
2 Other(s)

Phones & Devices

B company info
k# Phone Numbers

02 rm

l?l 0 Group(s)
0 Other(s)

Phones & Devices

Reports v Call Log Billing Tools »

General Settings IVR Menus IVR Editor Prompts Library
Company Hours

24 hours

IVR settings

Operator Ext.: John Smith, 101

Dial-by-Name Directory

On

call Recording

On-demand: On
Automatic: Off

Regional Settings

Time Zone: Pacific Time (US & Canada)

RingCentral

COLTUGEIE RS @ Dave | 020 8664 0023 Ext 101 GetHelp | Log Out

L B

Single Level v

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

General Seftings. VR Menus IVR Editor Prompts Library
Search sites..
Ext Name/Type Belmont Office
Main Site
s Site Hours
30001 Belmont Office
24 hours
30002 Denvor Office
~ IVR Settings

Multi-level j

30003

30004

30005

30006

East Coast Regional Center

Warehouse Florida

Canada Toronto

Califonia Shop

Site Fax/SMS Recipient: Charlton Ho, Ext. 101

~~ Regional Settings

Time Zone: (GMT-08:00) Pacific Time (US & Canada)
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Company Business Hours
Customise your company's business hours. You can Rii ntral @D 10208554 0234 101 GetHel | Log Out
specify the opening and closing time for each day of the PSS AR R ———— T
week or select 24 hours. This establishes the settings
for the Business Hours and After Hours tabs in other Bl o ol Satinge | WRMene  WRCder P Lo r—
settings areas (such as call queue settings and user EE—
settings). & Phone Humbers 0 company Hours -
1.  From the Admin Portal, select the Phone 9} o SetYour Companys Business Hours
System tab, You can then define how to route incoming calls during business hours and after hours when your business is closed.
2. Click Auto-Receptionist. - 0 @ Hhours [ daye queok @ Custom boure @ 9
3. Select Company Hours. o
4. Set your Company Hours to: Phonss & Devices
a. 24 hours to have incoming calls handled the T e o N
same way all the time.
b.Custom hours lets you specify hours for each z':"“"'"“'“ pirectoly 7
day of the week. You can also set separate call- s
handling rules and greetings for Business ga1L5ecoraing Y
Hours and After Hours. kot O
To copy hours from one day to all weekdays, or P 5
to the entire week, select Copy Settings to Tima Zone. Pacific Tma (US & Canada)

Weekdays or Copy Settings to All Days.
5. Click Save.
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Company Call Handling

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
callsdirectlytoanextensionofyourchoice.

Set Call Handling:

1. From the Admin Portal, select the Phone System
tab.
Click Auto-Receptionist.
3. Click IVR Menus and select one of them. The IVR
Details pop-up appears.
4. Click Call Handling.
5. Click Add Key. The Key Press Assignment pop-
up appears.
6. Setthe Key Press.
7. Select a Connect to action.
e Transfer to voicemail of
e Connect to dial-by-name directory
e External transfer
8. Thenselect to whom the setting will apply.
o All
¢ [VR Menus
e Users
e Groups
e Others
9. Select Users.
10. Click Save.

N

You can also use the Visual IVR Editor to configure call
handling settings. Learn more about the “Visual [VR

Editor " on page 58.

Rin?ntral g

Phone System Users

B company info

& Phone Numbers

q 9 AutoReceptionist
3, 5ot
2 Other(s)

Phones & Devices

RingCentral

LELTONNEIRS @ pave | 020 8554 0023 Bxt 101 GetHelp | Log Out

Reports v Call Log Billing Tools v &, B2
General Settings IVR Menus IVR Editor Prompts Library
Search IVR Details + New IVR Menu
- Extension Info
Exte | Call Handling
Name
Exte
VB Mo 1001 Key Presses:
enu =22
“:5  Direct Numbers Lang
Q 1. Connectto IT Call Queue Group, Ext.3 >
IVR Menu 1002
AL Key press assignment
IVR Menu 1003 ‘)}) Prompt Generic Key Presses:
IVR Menu 1001

All ~

@ Use default sef
Key press 1 ~
> View Default
0 * Call Handling o Action Connect o =

a
(@ Abby Brown Ext 103
(O Ada Smith Ext 109
() Announcement Only Ext 4
(O Charlie Lee Ext 104
oo Dave Richards Ext 102
QO Group 1 Ext5
Total: 3 (O ITCall Queue Group Ext.3
< QO VR Menu 1002 Ext 1002
1 QO VR Menu 1003 Ext 2303
5 (O JamesReid
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Company Greeting and Menu

The Company Greeting provides additional call Ri
handling options, including hearing the Default
greeting and recording a Custom greeting.

Phone System

Set a Company Greeting

B company info

1. Fromthe Admin Portal, select the Phone System
tab.

\# Phone Numbers.

2. Click Auto-Receptionist.

3. Click IVR Settings. Company Greeting appears
under IVR Settings.

4. Click Edit under Company Greeting. The -
Company Hours Greeting pop-up appears. 20In=ts)

5. Set the Incoming Calls During Company Hours
will to one of these:
e Play company greeting
* Bypass greeting to go to extension
6. For Set Greeting
a. Default: Select Default and set the language
the greeting for View In.
b.Custom: Select Custom to set your custom
recording:
e Follow the directions for “Recording Greetings
and Messages” on page 67.
7. Under If caller enters no action, choose Connect
to an operator or Disconnect
8. Click Done.

Phones & Devices

ntral’

o Edit

RingCentral

CULTURL RS @ Dave | 020 8554 0023 Ext. 101 GetHelp | Log Cut

Reports v Call Log Billing Tools v Y =
General Settings IVR Menus IVR Editor Prompts Library Single Level -
Company Hours Y

24 hours

Company Hours Greeting x

q 2 A"“’“‘*"“”"""“OWR settings ~

olnmming Calls During Company Hours will

Company Greeting @ Play company greefing © Bypass greeting to go to extension

How to handle incoming calls during business hours 0 Set Greeting

Custi A
Company Hours Greeting vstom

Play company greeting
Press » tolisten and e to re-record your custom greeting

> 00:00/00:00 o)) sm—

» 00:00/00:00 o)) s— LNO]
If caller enters no action: Connect to operator

If Caller Enters no Action

@ Connect to operator @ O Disconnect @

Custom Answering Rules e

‘You can create custom rules for special routing during holidays. specific tim¢
Cancel

Custom Rule
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Regional Settings
Set your time zone in Regional Settings. Typically, your Ri ntral T

time zone 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

Phone System Users. Reports Call Log Billing Tools » Q=

you are not physically located in your area code, you B company o =iy RS R sl ] Shge Leve
may want to change your time zone. — Company Hours v
You can also set the following Regional Settings: o
e Time Zone 9} D N
° Time Format o Operator Ext.. John Smith, 101
e Home Country Code & 2o Dial-by-Name Directory -
e User Language o
* Greetings Language B ... B
e Regional Format oo n
To configure regional settings: 0.; .
egional Settings N
1. Fromthe Admin Portal, select the Phone System N I
tab. . . (GMT-08:00) Pacific Time (US & Canada) @ 12h (AMIPM) @ 24h
2. Select Auto-Receptionist. i I
3. Click Regional Settings. PR . T
4. Under Regional Settings, select options: _ )
Greeting Language (D Regional Format (O
e Select your Time Zone. D . . .
e Select Time Format as 12hr or 24hr. o
e Select your Home Country Code. Cance

e Select your User Language as the default
language used for all accounts and
notifications.

o Select the Greetings Language as the default
language you want to use for phone greetings.

e Select Regional Format as the format used to
show date, time, currency, and other numbers.

5. Click Save.
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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 dial pad keys.

To Configure the Dial-By-Name Directory

1.

From the Admin Portal, select the Phone System

tab.

Select Auto-Receptionist.

Click Dial-by-Name Directory.

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 To limit included extensions, under Extensions
in Directory, Click Edit. Then select the
extensions you want to include in the Dial-by-
Name Directory

Click Done.

qg Auto-Recepionist

Ri tral
Phone System Users Reports v Call Log Billing Tools =
E Company Info General Settings IVR Menus IVR Editor Prompts Library

Company Hours
\# Phone Numbers
24 hours

IVR Settings

Operator Ext.: John Smith, 101

ODial-ny-Name Directory
Phones & Davimo(:) Enable Dial-by-Name Diractory ©

Extensions in Directory

5 Group(s)
2 Other(s)

RingCentral

Admin Portal » @ Dave | 020 8554 D023 Ext 101 GetHelp | Log Out

L B

Single Level v

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

16
' Edit

Search Criteria

Search by

© First name @ Last name

Directory Extension

19

Q

Cancel

®
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Operator Extension

Select the extension to use for the operator, which
receives all calls and messages by default. The operator
extension is, by default, extension 101.

Note: Be careful when changing this setting, as the
operator is the default call recipient when no other
extension is dialed.

To reset the Operator Extension,

1.

w N

5.
6.
7.

From the Admin Portal, select the Phone System
tab.

Select Auto-Receptionist.

Select IVR Settings.

Under General IVR Settings, click Select
Extension. The Operator Extension pop-up
appears.

Select the extension for the operator.

Click Done.

Click Save.

The assigned Operator Extension then appears under
General IVR Settings heading.

RingCentral

Phone System

E Company Info

& Phone Numbers

Eﬁ 5 Group(s)
2 Other(s)

Phones & Devices

Reparts v

General Settings

Call Log Billing

IVR Menus

Tools »

IVR Editor Prompts Library

Admin Portal v

RingCentral

@ Dave | 020 8554 D023 Ext 101

GetHelp | Log Out

& B

Single Level A

Company Hours

24 hours

Company Greet
How to handle incor]

Company Hours G

Play cumpamG
>

If caller enters no a

Edit

Custom Answerl
You can create cus’

Custom Rule

General IVR Se

All Dapartments

Operator Extension (0)

Callers will press 0 to reach the Operator extension. Select the extension to use for the Operator, which receives all calls and messages by default

qg Gt Ec=ptoRt OIVR settings Search

Operator Extension (0) ()
John Smith, Ext. 101

Select Extension

Select Name v Ext Type Department

Abby Brown 103 User Sales

Ada Smith 109 User

Announcement Only 4 Announcement-Only Extension

Charlie Lee 104 User Marketing

Dave Richards 102 User Sales

Group 1 5 Shared Lines

IT Call Queue Group # 3 Call Queue

James Reid 107 User

Jane Smith 10 User

John Jones 108 User e
Total: 16 Show: 10 12> Cancel m

L

Cancel
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Zero Dialing

Directly routes calls to a specified destination. Three Ri

options let you designate the call handling when the

caller dials zero within your IVR.
To set zero dialing,

1.

GEEAEN

Phone System

B company inio

From the Admin Portal, select the Phone System "

tab.

Select Auto-Receptionist. d T
Select IVR Settings. 3 2
Scroll down and click Zero Dialing . -

2 Otheris)

Select one of three options:

e Connect to Company Greeting

e Do Nothing
System ignores any ‘0’ dialed by caller and
continues uninterrupted. This applies
regardless of the number of times the caller
dials ‘0.

e Connect to Extension
Choose from Connect to Operator or

Phones & Devices

ntral’

Reports v Call Log Billing Tools v

General Setings IVR Menus IVR Editor Prompts Library

Company Hours

24 hours

IVR settings

Company Greeting
How to handle incoming calls during business hours

Company Hours Greeting

Play company greeting
» 00:00/00:00 o)) mmm—m—
If caller enters no action: Connect to operator

Edit

Connect to Extension OZerODlaling o

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

If you choose Connect to Extension, the
system prompts you for an extension
number.

Removal of the destination extension:

A warning shows that the extension being
removed is in use for O-dial handling and you
are given the option to cancel the removal.

When an extension is removed, the O-dial
option defaults to the company greeting.

6. Click Save.

© Connect to Company Greeting
© Do nothing
@ Connact to Extension

@ Connect to Operator

© Connect to Extension

RingCentral

LUULLGUEIRN @ Dave | 020 6554 0023 Ext 101 GetHelp | Log Out
Single Level v
v
A

After Hours Greeting

After Hours call handiing 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

Q
=

Cancel Save
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Name or Label Definition
You §an Ia!oel phorile numbers |rT a meaningful way to Ri —— o s T
help identify locations or users in your system*. Larger
businesses with multiple locations and advanced call bkl =0 WIE Gl B WO s B
handling rules might involve selecting from lists of

E Company Info Company Assigned Unassigned Transferred and Vanity

numbers. Many numbers may appear similar unless

they are renamed. An admin can assign an alternative " Main Number: (650) 555-0012 Fox Aol
. . . Phone Numbers

name to a particular number using the following steps:

Search Numbers Q All Locations  ~ All Types ~ -+ Add Number ~» Forward Number
1. Fromthe Admin Portal, select the Phone System L) S Company numbers will connect the callers to auto.receptionist.
tab.
2. Click Phone Numbers. S e o o - i
3. Click the phone number to which you want to . R punraOScy;  UindSmayAdeiorAll  De
apply a label. The Direct Number window opens. Phum&Devmo O s CA Branch United States, Hayward, CA Direct

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

Number Type.
5, Cl |Ck Save. Phone System Users Reports Call Log Billing Tools = L B
*This option is available for Ultimate users.
< Back Direct Number: (650)555-0012
Name
# Phone Number: 1(650) 555-0012
\ Location: United States, Hayward, CA Hayward Branch

Number Type (O

Voice and Fax v

Calls to this number will be connected to:

@ Auto-Receptionist

) Extension

Q

Delete Number Cancel
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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 dial pad.
NOTE: State and federal laws require that your callers
hear a call-recording notification before and after a call
is 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.

Choose an On-demand Call Recording Announcement

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

1. Fromthe Admin Portal, select the Phone System
tab.
Select Auto-Receptionist.
3. Click Call Recording. Slide the button on for On-
demand Call Recording.
4. Click Edit to change,
e Announcement on Start
e Click Set Greeting and choose Default or
Custom.
e Click Done.
e Announcement on Stop
Click Set Greeting and choose Default or
Custom.
Click View in, choose the language for viewing
the message text.
5. Click Done.
6. Click Save.

N

To enable On-demand call recording, see page 45.

lVCentral’

RingCentral

LIRS @0ave 0208554 0023Ext 101 GetHelp | Log Out

L B

Phone System Users Reports v Call Log Billing Tools v
E Gompany Info General Settings IVR Menus IVR Editor Prompts Library
Company Hours
& Phone Numbers S
23houm Announcement on Start x

Aut tionist i
qﬂ o-Receptionis IVR Settings Set Greeting

Operator Ext. John g Custom
Ll BEG)
2 Other(s) Dial-by-Name Dire:

O
" >

Phones & Devices

ocall Recording

Press » tolisten and e to re-record your custom greeting.

00:00/00:00 o)) smm— s ©)

Cancel

Set Greeting

Default

View In ©

English (US.)

“This call has been recorded.”

>

Announcement on Stop x

00:00/00:00 o)) 6

Cancel

On-demand Call Recording

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

Announcement on Start

Announcement on Stop

» 00:00/00:00 o)) sm— »

OE dit

Automatic Call Recording

0 Edit

00:00/00:00 of)) sm—

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.

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 accordare with Section 25 of the RingCentral End User License Agreement and Terms of Service (available at
ttp: //www.ringcentral.comlegalleulatos html) for any violations of such laws and regulations

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.

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

Q

Cancel
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Enable On-demand Call Recording Announcement

1. From the Admin Portal, select the Phone System
tab.

2. Select Auto-Receptionist.

3. Click Call Recording.

4. Move the slider button to the right next to,
Enable your users to record calls at any time by
pressing (*) (9) on a phone dial pad.

5. Click Save.

Rinvntral g

RingCentral

COLTTRS TS @ Dave | 020 8554 0023 Ext. 101 GetHelp | Log Out

Phone System Users Reports v Call Log Billing Tools v I i
E Company Info General Settings IVR Menus IVR Editor Prompts Library Single Level A
Company Hours v
S Phone Numbers
24 hours
qg Auto-Receptionist IVR Settings v
Operator Ext.: John Smith, 101
5 Group(s)
Az Dial-by-Name Directory ~
On
Phones & Devices
Call Recording ~

On-demand Call Recording

4

Enable your users to record calls at any time by pressing (*) (9 an a phone dial pad

Automatic Call Recording
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. e
Cancel

®
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Automatic Call Recording*

Automatic Call Recording allows you to record
incoming and outgoing calls automatically. You can also
play back the recordings or download the recorded call
logs for sales and support training, compliance, etc.

Phone System

B company info
NOTE: State and federal laws require that your callers hear
a call-recording notification before and after a call is
recorded. As an administrator, you need to make sure your
company's call recording procedures comply with federal 9| 2 o eopiors
and state laws; RingCentral is not responsible for your S
company’s compliance. 2ot=t)

S Phone Numbers

Choose an Automatic Call Recording Announcement ittt

First enable automatic call recording. See page 47.

1. Fromthe Admin Portal, select the Phone System
tab.
Select Auto-Receptionist.
3. Click Call Recording.

e Ensure that Automatic Call Recording is on.
4. Click boxes for the desired options:

e Play periodic tones for outbound calls

¢ Play Call Recording Announcement for

Outbound Calls
e Allow mute in auto call recording

N

You can also listen to your recording
announcement or specify extensions to record.

5. Click Edit to select the call recording
announcement. The Call Recording
Announcement pop-up appears.
e Select Default to use the provided greeting.
e Select Custom torecord a greeting.

6. Click Done.

7. Click Save.

*This option is available for Office Premium and Ultimate.

RingCeniral

RingCentral

COLTIRTE R @ Dave | 020 8554 0023 Ex.101 GetHelp | Log Out

Reports v Call Log Billing Tools v &, B
General Settings IVR Menus IVR Editor Prompts Library Single Level v
Company Hours . v

Call Recording Announcement x
24 hours
Set Greeting
IVR Settings ~
Custom v
Operator Ext - John Smith, 101
Recording by
Dial-by-Name Directory Phone v % v
On
Computer microphone .
Importing
Call Recording Call me at A~
Enter a new number
On-demand Call Recording
Enable your users to record calls at any time by pressing (") (9) on| Q
Cancel
Automatic Call Recording

@D 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
@l Play periodic tones for outbound calls ©

{0 Play Call Recording Announcement for Outbound Calls @

(0 Allow mute in auto call recording @

Extensions to Record
0

Call Recording Announcement

> 00:00/00:00 o)) s

Edit
o Edit

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 agres 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 indemnity
RingCentral in accordance with Section 26 of the RingCentral End User License Agreement and Terms of Service (available at

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

In some states, you are required to obtain consent from all parties to record a phone call. As a result, you may need ta 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

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

Cancel Save
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Enable an Automatic Call Recording Announcement

To enable the automatic call recording feature:

Rii ntral LU S @ Dave [02086540023Ex 101 GetHelp | Log Out
1. From the Admin Portal, select the Phone System
‘tab_ Phone System Users Reports v Call Log Billing Tools » SOTER
2. Select Auto-Receptionist.
3. ClickCall Recording. B company info General Settings IVR Menus IVREditor  Prompts Library Single Level v
4. Slide the button on for Automatic Call o
Recording' & phone Numbers Company;Hours v

5. Click Save. 24 hours

QQ Auto-Receptionist IVR Settings v

Operator Ext.: John Smith, 101
‘;‘ 5 Group(s)
2 Other(s)

Dial-by-Name Directory ~
On

Phones & Devices
Call Recording Fal

On-demand Call Recording

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

Automatic Call Recording

0 (__  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. 9

Cancel Save
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Planning for Interactive Voice
Response (IVR) S

(VR Beru)

Operator
(Extension)

In the RingCentral system, you can create a multi-level

""‘:""F'f'}ﬁ‘!:'e"'.t E_J.IE'HL
IVR as an additional option to the Auto-Receptionist. It i e,
extends the Auto-Receptionist menu with more

powerful and efficient call handling.

Offsce Houwrs
suncement Only)

[..'ﬁslru.'-ullr.l.*ll'r_-l'ul:'::Ir||'r']

Layout Your Multi-level IVR Plan

The RingCentral Multi-level IVR facility supports up to 1
250 menus for each account you create. It provides (800) 555-1212
callers with options to self-select how they can reach a “5;::{:1“!”:' = e Tisiton fos ool
person or a department in your company. The first step

in creating a multi-level IVR menuis to lay out a call-
routing plan similar to the examples shown on this page.

(Extension]

Store Hours
[Anmouncemant Oty

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-Locations 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.

(800) 555-1212

Multi-Level IVR, multiple location use case: nationwide furniture retailer
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Switch to Multi-level IVR Mode
As an option, you can change your Auto-Receptionist Ri ntral [T @ 0w mnssss mzen a0 Gettens | Log o
from a single-level to a multi-level IVR to serve users at
multiple locations or to provide callers with multi- bl VS GEMBY  GEY GG S s B
lingual menus.
E Company Info General Settings. IVR Menus IVR Editor Prompts Library
1. From the Admin Portal, select the Phone System — - EmEEm
tab- \f‘ Phone Numbers Gempany Haurs v
2. Click Auto-Receptionist. RS 0 . .
3. Onthe Auto-Receptionist panel, click the Single @| © AuoReceptonst —— y
Level bUtton Mu'ti-IeVEI. A pOp-u p Wi” appear Operstor L John Smitith Warning: By switching to Multi-level IVR mode, all of your existing
with a warning message. By switching to multi- 3, soow S e e e e
level IVR mode, all of your company call handling s Dial-by-Name Directory o aprecess 2
settings will be discarded. o 9
. . Phanes & Devices
Confirm that you wish to proceed. — Cancel ”
4. Click Continue to confirm switching to multi- On-demand: OF
Automatic: Off
level IVR.
5. The Switch to Multi-level IVR pop-up appears. Regiona| oo Swilch o Muldevel VR x y
Do one of the following: Time Zon
e Enter atop level menu in the Select the top
Select Name Ext

level menu to connect to search field.

. IVR Menu 1001 1001
e Select the button next to one of the listed — .
N a mes‘ IVR Menu 1003 1003
6. Click Save.

Note: NOTE: Because your call handling settings are
discarded, you will need to reset your call handling

settings. o

Note: NOTE: 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.

*n

For more details, see “IVR Menus*” on page 55.
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Set General IVR Settings

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

To set general IVR settings:

1. Fromthe Admin Portal, select the Phone System

tab.

Select Auto-Receptionist.

Select IVR Settings.

Scroll down to General IVR Settings.

Under General IVR Settings, select options:

e 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 Return to root menu
e Return to previous menu

o |fthe caller enters no action after the prompt is
played three times, the following actions are
available:

e Disconnect: The call will be disconnected.
e Connectdirectly to an extension: The caller
is routed to the extension you specify.

6. Click Save.

AL

RingCentral

Rii niral’
Phone System Users Reports + Call Log Billing
B company Info General Settings IVR Menus IVR Editor

Company Hours
R Phone Numbers

24 hours
ol L Auto-Receptionst OIVR settings
5 Groupis) Top Level IVR Menu

2 Other(s)

®

@ Dave | 020 3554 0023 Ext 101

GetHelp | Log Out

Tools v & B

Prompts Library Multi-level v
v
~

Incoming calls to company number will be connected to the following top menus.

Company Hours Top Menu
IVR Menu 1001, Ext. 1001

Phones & Devices

No prompt defined for the selected IVR Menu.

Select IVR Menu

Custom Answering Rules

After Hours Top Menu
After Hours call handiing 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

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

Custom Rule

o General IVR Settings

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

Press #

o Repeat menu greeting

If caller enters no action after the prompt played 3 times

@ Disconnect the call @ Connect to extension

Company Fax/SMS Recipient

Press *

v Retum to previous menu v

Select 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.

Charlie Lee, Ext. 104

Select Extension

Q

Cancel
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IVR Tool*

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:
e 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. From the Admin Portal, select the Phone System
tab.

2. Select Auto-Receptionist.

3. Select the IVR Editor tab.

*Available for Office Premium and Ultimate users only.

Rii ntral

Phone System

B company info

& Phone Numbers

q O AutoReceptionist
‘% 5 Group(s)
2 Others)

Phones & Devices

RingCentral

Admin Portal v @ Dave | 020 8554 0023 Bxt 101 Get Help | Log Out

Reports v Call Log Billing Tools = L B
General Settings IVR Menus IVR Editor Prompts Library
XML Editor

You can create your IVR menus in XML To get started you can download sample IVR xml files

Download Sample IVR XML Files

| Single Level IVR | | Multilevel IVR

Import XML file Export IVR XML File

Visual IVR Editor

The Visual IVR Editor lets you configure your MultiHevel IVR using an easy to use graphical interface. Add menus and assign to extensions with just a few clicks.

Launch Visual IVR Editor

s VR Ecr

Greeting
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Import or Export XML Files
In the XML Section, You can impor‘t and eXport XML Rii niral’ @ Dave | 020 8564 0023 Ext 101 GetHelp | Log Out

I/
files for your IVR. Your IVR Menus are validated by

RingCentral once you import an XML ﬁle Phone System Users Reports v Call Log Billing Tools v & B
Download a Sample XML File Q Company Infa General Settings IVR Menus IVR Editor Prompts Library
1. From the Admin Portal, click the Phone System XML Editor

‘13 Phone Numbers

tab~ You can create your IVR menus in XML. To get started you can download sample IVR xmi files.
2- C||Ck AUtO'ReceptioniSt- Q Q Aumnecemi«mmo Download Sample IVR XML Files.
3. Clickthe IVR Editor tab. the XML Editor displays. e |

4. Under Download Sample IVR XML Files, e I e
e Click Single Level IVR s - .
e Click Multi-level IVR

Phones & Devices

The sample XML file is downloaded to your Visual VR Edror

bl"OWSEr 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
enn -
8.5 A AL 92

[

Greeting
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Export an XML File
1. Fromthe Admin POI’tal, click the Phone System Rii ntral’ LUV RS @ Dave | 0208554 0023 B4.101  GetHelp | Log Out

tab.

2. ClICk AUtO'ReceptioniSt. Phone System Users Reports « Call Log Billing Tools Q, IEid
3. Click the IVR Editor tab. The XML Editor

diSpIayS. E Company Info General Settings IVR Menus IVR Editor Prompts Library
4. Under Export IVR XML File, click Export. The

sample XML file is exported to your browser. & Phone Humbers L Eater

You can create your IVR menus in XML. To get started you can download sample IVR xml files
q Q Auto-Receptionist Download Sample IVR XML Files
| Single Level IVR | | Multi-level IVR
= ;gr;up(s) Import XML file Export IVR XML File
er(s)

o=

Visual IVR Editor

Phones & Devices

The Visual IVR Editar lets you configure your Multi-level IVR using an easy fo use graphical interface. Add menus and assign to extensions with just a few clicks

Launch Visual IVR Editor

Visest VI Bt

Greeting
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Import an XML File
1. Fromthe Admin Portal, click the Phone System Ri nitral
tab.
2. Click Auto-Receptionist. RHione Systom

w

Click the IVR Editor tab. the XML Editor displays.
4. Under Import XML file, click Import to browse
and locate the XML file. then click Import.

B company info
& Phone Numbers

q 9 AutoRecaptionist

5 Groupl(s)
2 Other(s)

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.

Uj Phones & Devices

(4 JE=

RingCentral

LELLRELER A @ Dave | 020 8554 0023 Ext 101 GetHelp | Log Out

Reports » Call Log Billing Tools » % E?

General Settings IVR Menus IVR Editor Prompts Library

XML Editor
You can create your IVR menus in XML. To get started you can download sample IVR xml files

Download Sample IVR XML Files

| Single Level IVR | | Multi-level IVR

Import XML file Export IVR XML File

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.

Launch Visual IVR Editor

Vst 0 Ettor

Greeting
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*
IVR Menus
RingCentral offers various tools to help manage and Ril ntral ISR Gosiomsssionseaton  Gatte | Logout
create IVR (interactive voice response) menus.

. e . Ph System u R s v Call L Bill Tools v B
Administrators can add new IVR menus as shown in the e R M9 B &
following instructions, use the Visual IVR Editor, or
import an XM L file E Company Info General Settings IVR Menus IVR Editor Prompts Library Q

Qt Eirrnires Search Q. | | Language v @ Validate Menus + New IVR Menu

Add an IVR Menu Group
1. Fromthe Admin Portal, select the Phone System @| S s

Name ~  Numbers Ext. Language

tab IVR Menu 1001 1001 English (U.S )
2. Click Auto-Receptionist. a2 ;g‘r-;‘::v((:)) IVR Menu 1002 1002 English (U.S)
3. Click the IVR Menus tab. IVR Menu 1003 1003 English (U.S )
4. Click New IVR Menu button The Add IVR Menu i

pop-up appears.

5. Enter the Extension Number and Extension I .

Name. 0 Extension Name: IVR Menu 1004 o
6. Click Save.

The new IVR Menu appears listed under the IVR

Menus tab.

*Available for Office Premium and Ultimate users only.

Total: 3 Show: | 26 v < 1 >
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Configure an IVR Menu

After you have created an IVR Menu, configure the

. . Rii ntral’ LTSS @ Dave | 020 8554 0023 Ex.101 GetHelp | Log Out
Extension Info, Direct Numbers, Prompt, and Call
Handling. Phone System Users Reports v Call Log Billing Tools » X B
Conflgu re EXtenSIon Info E Company Info General Settings IVR Menus IVR Editor Prompts Library

After you select an existing IVR Menu, edit your

. earc! Q Language ~ & Validate Menus lenu
extension number, name, or delete your menu. A& Phone Numbers e 2 Valdato Menve |

1. From the Admin Portal, select the Phone System 9| O e Name ~ Numbers Ext.  Language

tab. o IVR Menu 1001 1001 English (U.S.)
2. Click Auto-Receptionist. 5 sount R Mens 1002 ME Dt
3. Click the IVR Menus tab. - ——
4. Select an existing IVR Menus. The Extension Info . L ve

IVR Deta“s pop_up appears' Phones & Devices T

‘,);- Prompt I CED

5. Enter the Extension Number, Extension Name,
and set the Language. ok et
e If youwould like to delete this IVR menu,
click Delete Menu.
6. Click Save.

Total: 3 Show: 25 v <@ >
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Add a Direct Number
To add a direct number for an IVR menu:

1. From the Admin Portal, select the Phone System

tab.

Click Auto-Receptionist.

Click the IVR Menus tab.

Click an existing IVR Menu.

Click Direct Numbers.

Click Add Direct Number.

Select one of the number types. Follow these

instructions for the type of number you choose:

a. Local (Domestic): Select the button for Local
(Domestic). Provide the State/Province and
Area Code and Select Number.

b.Toll-Free: Select the button for Toll-Free
Number. Select a Toll-Free prefix and a number
from the drop-down menu.

c.Vanity: Select the button for Vanity. Choose a
number that helps customers remember your
business phone number. Enter the numbers or
letters you wish to use and click Search to see if
itis available.

d.International: Select the button for
international. Select the button next to
Geographic Number or Toll-Free Number.
Select the Country, call the phone number in
the instructions to order an international
number.

Click Next when finished choosing your number.

Proceed to the completion of your order.

Nouhkwd

Rii ntral’

Phone System

E Company Info

& Phone Numbers

&‘ 5 Groupi(s)
2 Other(s)

Phones & Devices

Users

9| 9 Auto-Receptionist
4 g

Reports =

General Settings

Search

Name

IVR Menu 1001

IVR Menu 1002

IVR Menu 1003

Total: 3

Call Log Billing

IVR Menus IVR Editor

< | | Language

~  Numbers

RingCentral

@ Dave | 020 5554 0023 Ext. 101 GetHelp | Log Out

L B

Tools =

Prompts Library

a8 @ Validate Menus -+ New IVR Menu

Ext. Language

E Extension Info

Direct Numbers

AGq Direct Number

Add Direct Number

1 Select Numbers 2 Confirm Order 3 Ondar Confirmation

Setect Number Type

® Local (Domestic) Intemational

Select State/Provines Select Arca Code

Selact . Selact

Show: | 25 v < 1 >
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level IVR using an easy-to-use graphical interface. Add

Visual IVR Editor
The Visual IVR Editor lets you configure your Multi- . L )
H@Mrﬂl FYTAEY PRSI ¥ Dave | 020 B554 0023 Ext 101 Get Help | Log Out

menus and assign to extensions with just a few clicks. e iy ook = L B
Launch the Visual Editor a
X E Campary Irfo General Sellings VR Menis VR Editor Piomgts Libeary
1. Fromthe Admin Portal, select the Phone System
tab. & Frone XML Editor
2' Cl iCk AUto-ReceptioniSt' ou can create your VR menus in XML To get started you can downlosd sample IVR sl files
3. Click the IVR Editor tab. o e
4. Click Launch Visual IVR Editor. The Visual IVR ' =
Editor opens in a new browser tab. i -admonilid b oo
E‘ ;m‘; Impon XML Rle Export IVR XML File
Impon Expont

([ Phones & Devices
Visual VR Editor

The Visual IV Edior bels you configure your Mullidevel IVE using an easy io use graphical inferfisce. Add menus and assign i exisnsions wilh jusi & bew clicks

0 Lawinch Visual IVR Editor
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Create a New IVR Menu or Open an Existing IVR Menu

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

Open the Visual IVR 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 edit it in 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 drop-down 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.

RingCentral

g IVR Menu 1001
B 1001
a VR Menu 1002
1002

a VR Menu 1003
5 1003

Visual IVR Editor

New Tree

2>

IVR Menu 1003k| 1003

RingCentral
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3. Clickthe Phoneicon to start a new tree.
4. Your new tree will be automatically assigned a

. Visual IVR Editor Visual IVR Editor
name and extension number.
5. Click the name or extension number to edit the IVR 1001
text field and enter your preferred name and
extension. Press enter when you are finished and o/i)
the title will change automatically. ‘ .
6. Hover over your new VR menu to see more
options. Click icon to start a new tree
7. Click “+” to add sub-items to your tree. Sub-items @"- IVR 1001
include: o
a.New Menu: Create anew IVR menu as an
option within your tree.
b.Existing Menu: Choose an existing [VR menu Wigtal VR Edibor Mpal Fu Edine Vol R e
from a different IVR tree. IVR 1001 IVR 1001
c.External Transfer: Include an external number
inyour tree. L
d.Directory: Attach your company’s dial-by- % .
name directory to your tree. i
e.Voicemail: Give the option to leave a voicemail. " mm Pyp— 1001
f. Extension: Add a specific extension to your 4T “ oot -

New Menu

o _ O

Existing Menu

Visual IVR Editor

External Transfer

IVR 1001 Directory

“ @ Voicemail
™ 3
\\(‘1} Extension

& VR 1001
v 1001

Directory 8 Name a® Name

Extension 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 ¢ Menu Settings @
item to edit it and see more options. For some :
. . « « . San Francisco Office
items you will see a“+” and “...” and other items
will only have the trash canicon. IVR Menus — A
e Click the IVR name and extension text fields % " leos Select Language:
to .edlatl;:em' X English (U.S.) v
e Click “+” to add sub-items to your tree. N
e Click “...” to open the menu for Settings and denisstinspmact: '.
elete. Select Prompt File >
Delet

e Click Settings to edit your IVR Menu settings

. . . Generic Key Presses

just as you would edit them in the IVR Group San Francisco Office

Settings, Use Default Settings: nj
.

e Click Delete to delete this item. s

Repeat menu greeting
Press =:
Return to previous menu

If caller enters no action after the prompt played 3

4% SanFran.. times:
1004 Call will disconnect
o] [
L+  Settings

M Delet
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g.External Transfer Click the phone number text
field to enter the external transfer number of
your choice.
e Click the trash can icon to delete this item.
h.Directory
e No further configuration is needed.
e Click the trash can icon to delete this item.
i. Voicemail
e Click the name or extension text fields to
open a menu to choose an existing user’s San Francisco Ofﬂ ce
extension.
e Click the trash can icon to delete this item.
j. Extension “
e Click the name or extension text fields to
open a menu to choose an existing user’s

extension.
e Click the trash can icon to delete this item. 4% SanFran..
¢ You can also change the order and key press 1004

of an item by click on the existing number -
and typing a new number.

e Click out to save.

) Mew Menu
(0
\un/

. Existing Menu
£
[ External Transfer
\5/

Directory

(a8) Voicemai
[ | Voicemail
&/
Q_= Extension
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Edit an Existing IVR Menu with the Visual IVR Editor

1. From the Admin Portal, launch the Visual Editor,
then click the Open Existing Menu icon.

2. Click on an existing menu to see a preview of the
menu.

3. Click Open to be able to edit the menu in the
Visual IVR Editor.

4. After editing your menu, click the Validate icon
to check your IVR menu.

5. Click the Save icon once you are done editing to
save your IVR.

a4 15 Visual IVR Edior

New Tree

Main Menu | 1001
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Prompts ,

Prompt recordings guide callers with instructions on R entral @Dac o3 02IEA 0 Getkep | LogOu
keys to press. Prompts can be pre-uploaded and saved v

to the Prompt Library, which you can then set up as
prompts using the IVR Tool.

Phone System Users Reports Call Log Billing Tools » % B

E Company Info General Settings IVR Menus IVR Editor Prompts Library
There are two prompt modes: audio and text-to- —_—

speech. e Search Prompls
e Audio prompts are voice recorded.
0| O AutoReceptionist

D

1 Import Prempts 4 Record Prompts

e Text-to-speech prompts are written by you,
then RingCentral’s automated system reads the

©  PromptName v Usedln

roup(s: @ P Custom Greeting
prompt to your callers. T Lo
[m] P customgreeting.wav IVR Menu 1002, Ext. 1002
Note: An IVR menu can function independently from RO
. . . Phones & Devices
the Auto-Receptionist, so it does not have to be set up 5
for an Auto- Receptionist greeting.
Record Using Computer Microphone
. RingCentral will call you to record your prompt over the phone
Record an Audio Prompt i i AR
Call me at: Enter a new number
To record a new audio prompt for your system, —
1. Fromthe Admin Portal, select the Phone System
tab.
2. Click Auto-Receptionist.
3. Select the Prompts Library tab.
4. Click Record Prompts. The Record Prompts pop-
up appears.
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 Record Over the Phone
e Record Using Computer Microphone.

Follow the remaining on screen instructions to record
your prompt.
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Select Prompt Mode: Audio
To select a previously recorded audio prompt, do the R;nvnt,.a,‘ Admin Poral = [J YRR TS PTT NP
following:
Phone System Users Reports = Call Log Billing Tools = % B
1. Fromthe Admin Portal, select the Phone System
tal_)‘ L. B company infe General Settings IVR Menus IVR Editor Prompts Library
2. Click Auto-Receptionist.
3. Click the IVR Menus tab. A e en s . © vatsate s | [EEIGUNAMEN

4. Select an existing IVR Menu. The Extension Info
appearS qg e Name ~  Numbers Ext. Language

5. Click Prompt. The IVR Prompt pop-up appears. F— 1001 Engish US)
6. Unger Prompt mode, select the button next to R 0"’“ e .
Audio. 2 Other(s)
7. Click Select from Prompt Library. VR Menu 1003 1003 Engish (US)
8. The Select Prompt pop-up appears with alist of Phones & Devices E N IVR Prompt
pre-uploaded prompts. .
9. Select the button next to the prompt you'd like to Qi o
set. 0 T

10. Click Save. G

You can listen to your new prompt by dialing into the |
extension and re-recording it until you are satisfied. e curunany

8 Select Prompt

Total: 3 Show: | 25 v| < 1 >

0 @ P Main Menump3

P Sales Menump3
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Select Prompt Mode: Text-to-Speech

RingCentral's text-to-speech utility converts the text

greeting you typed into a voice file and saves it to the i el

IVR Prompt Library. Set an IVR prompt using text-to- Phone System | Users  Reporis v
speech. The text you enter must contain only letters,

digits, space, commas, and periods. No special symbols. B company inio General Setings
Use the words “hash” or “pound” or “star” instead of “#”

or “*” if needed. & Phane Numbors B

To set up a text-to-speech prompt for an IVR menu: q» O AutoReceptinist o

1. Fromthe Admin Portal, select the Phone System

tab.

Click Auto-Receptionist.

Click the IVR Menus tab.

4. Select an existing IVR Menu. The Extension Info
appears.

5. Click Prompt. The IVR Prompt pop-up appears.

6. Under Prompt mode, select the button next to
Text to speech.

7. Inthe box for Text: type your desired greeting
and connection instructions for your callers.

8. Click Save.

w N

El 5 Group(s) o IVR Menu 1002
2 Other(s)

IVR Menu 1003

Phones & Devices

Total: 3

RingCentral

LRLTNS TGP A @ Dave | 020 8554 0023 Ext 101 GetHelp | Log Out

Call Log Billing Tools » L B
IVR Menus IVR Editor Prompts Library
Q Language ~ @ Validate Menus + New IVR Menu
v Numbers Ext. Language
1001 Ennlich (L8
IVR Details
. Extension Info
Exension Numper: 1007
Exension Name VR Menu 1007
&‘ Direct Numbers Language: Er - RS SF
Delete Merus
IVR Prompt
E Extension Info
Prompt mode:

O Audio
- @® Texttospesch
‘. Direct Numbers

Text:

Enter your text here

5 ‘ Prompt

Plesse use the words "hashi or “poundor “star” inste

* Call Handling D €
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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 Import a WAV or MP3 file.

Import 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. From the Admin Portal, click the Phone System
tab.

Click Auto-Receptionist.

Click the Prompts Library tab.

Click the Import Prompts button.

A browser appears.

Navigate to the prompt file location.

Select the file and click Open.

Nounbkwd

Rii niral

Phone System

E Company Info

\# Phone Numbers

qﬂ Auto-Receptionist
5 Group(s)
T 2 omer

Phones & Devices

Users

Reports v Call Log
General Settings IVR Menus
Search Prompts Q

2 Prompt Name

» Custom Greeting

P customgreeting wav

Billing Tools v
IVR Editor Prompts Library
~ UsedIn

IVR Menu 1002, Ext. 1002

RingCentral

(USRS @ Deve | 0208554 0023Ex6 101 GetHelp | Log Qut

& B

o 1 Import Prompts ¥ Record Prompts
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Record a Prompt over the Phone

Account admins and users with permissions can create L

X A = > CULTLICEUER A @ Dave | 020 8554 0023 Ext 101 GetHelp | Log Out
a custom audio prompt. One way to create this prompt i il o
is to record the prompt using your RingCentral phone. Phone System. | o e o to. DRI ey L B

1. From the Admin Portal, click the Phone System
tab E Company Info General Settings IVR Menus IVR Editor Prompts Library o

2. Click Auto-Receptionist.
3. Click Prompts Library. S Rl e E——— B N | ¥ RecordPronps
4. Click Record Prompts.
5. The Record Prompt pop-up appears. Q’ 2 putoecepions s [ e . [
6. Enter aname in the text field next to Prompt B
Na me. ;gtr::;(:)) a P Custom Greeting 5 Record Prompt
7. Click Record Over the Phone. N (Blostmoedigyer (P Fromame: [V
e Next to Call me at, choose a phone number Phones & Devices 0 Resord Using Comsuter Micaphone
from the drop-down menu if you have saved RingCentaluil allou o record your romat aver the phone
numbers or type a phone number in the text Callmeat (@ |Work (650) 5557000 ~
field. e
e Click the Call Now button, and RingCentral — 9
will call you to record your message. Record

your IVR prompt over your phone when [ e )

prompted.
8. Click Done.
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Record a Prompt Using Your Computer Microphone

Account admins and users with permissions can create
a custom audio prompt. One way to create this prompt

Hih¢ntral’

is to record the prompt using your computer P e I L )
microphone.
E Company Info General Settings IVR Menus
1. From the Admin Portal, click the Phone System

tab.

Click Auto-Receptionist.

Click Prompts Library.

Click Record Prompts.

A pop-up will appear.

Enter a name for your prompt.

Click Record Using Computer Microphone. Click

Allow if RingCentral asks to record through your

computer.)

The Record Prompt pop-up appears.

a. When ready, click the red Record button to
record or re-record your IVR prompt through
your computer microphone.

b.Click the Play button to listen to your prompt
and then click the Record button to re-record
your IVR prompt.

c. Click the Download button to and save your
recording to your computer.

Click Done.

& Phone Numbers Search Prompts

q O AutoReceptionist
8

= 5 Group(s) =]
2 Other(s)

Prompt Name

g P Custom Gr

(] > customgreeti

Nouhkwd

Phones & Devices

Total: 2

Record Prompt

RingCentral

@ Dave | 020 8554 0023 Ext 101 GetHelp | Log Out

S B

Q

4 Record Prompts

Billing Tools =

IVR Editor Prompts Library

* Import Prompts

~  UsedIn

Prompt Name: Enter prompt name o
ORGP AN Record Using Computer Microphone

Please enter Prompt Name

Record Prompt
Prompt Name: | Voicemail

Your promptwas recorded and successiully activated.

n and @ to re-record your prompt

(>»re0 9

00:00/00:00 o) EE——C g

Show: 25 v <>
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Custom Rules

Custom rules let you manage call handling enabling you
to create efficient processes and streamline your work
flow.

When your call enters the RingCentral system it is
filtered through any conditions you have set, for
example Caller ID, Dialed Number, or Date and Time.
You can also apply business hours or after hours
conditions to incoming calls. These conditions are
passed to the destination phone or voicemail.

Once you create a custom rule, be sure to test the rule
to verify it works as you expect.

Custom Conditions

RingCentral

How advanced call handling works

Call comes in

N

[l Caller ID @ | Match —

[ \L

‘h Dialed Number @  Match — |3

N

@ ostcandTime ® | Match —

\

> .
;é:': Business Hours

) After Hours

Custom Rule Applied

I!E Phone

QD Voicemail
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Create a Custom Rule

Rii ntral’

Additionally, any previously-created rules are listed in
the pop-up that appears. Phone System

1.

N

From the Admin Portal, click the Phone System

tab. E Company Info
Click Auto-Receptionist.

Under the General Settings tab, click IVR & Phone Numbers

Settings.

Under Custom Answering Rules, click Custom q Che
Rule.

Click Add Rule. The Custom Answering Rule e
pop-up appears.

Instructions continue on the following pages. Phones & Davices

®

RingCentral

@ Dave | 020 8554 0023 Ext 101 GetHelp | Log Out

Reports Call Log Billing Tools = .,Cﬂ)., % Ex
General Settings IVR Menus IVR Editor Prompts Library Single Level v
Company Hours v

2
IVR Settings ~
Company Greeting

How to handle incoming calls during business hours.

Company Hours Greeting

Play company greeting
» 00:00/00:00 o)) smm—m—

If caller enters no action: Disconnect

Edit

Custom Answering Rules

After Hours Greeting

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.

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

0 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.

Learn more about advanced call handling

Add Rule
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Enter the Rule Name.

Click Next.

Click one of the answering rule conditions:
CallerID
Called Number
Date and/or Time.

Instructions continue on the following pages.

Ring

Q

»-(] CallerID
None

(] Called Number
MNone

> ] Date and/or Time
MNone

Custom Answering Rule x
1 Name Rule 2 Define Conditions 3 Define Call Handling
Enter a descriptive name for the rule.
Your Rule Name
@ My Rule 1 o
Custom Answering Rule x
+ Mame Rule 2 Define Conditions 3 Define Call Handling
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Custom Rule Condition - Caller ID

. . Custom Answering Rule x
Caller ID - applies the rule according to phone numbers
you specify. Be sure the specified number is caller ID . ‘
~ Name Rule 2 Define Conditions 3 Define Call Handling
enabled.
Follow the previous steps, “Custom Rules” on page 70, 0@ Caller.ID a
then: Caller ID rules apply to calls coming from specific phone numbers. You can create a list of phone numbers to be used for this setting. (Numbers selected must be
using Caller 1D.)
1. Click the answering rule conditions, CallerID. Vhen | receive call from callers|Spaciied below
2. Enter the phone number or contact name and Type Phone Number or Contact Name (D
press Add. 0
. . 020 8554 0023 Add
3. Click Next. the Custom Answering Rule pop-up | |
appears. Go to “Custom Rule Call Handling
Definitions” on page 76. o ¥
[ Date and/or Time ~

None o
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Custom Rule Condition - Called Number

Called Number applies the rule to the phone number
dialed.

From the previous steps, then:

1.

AW

Click the answering rule condition, Called
Number.

Click the check box Select Number. The Select
Number pop-up appears.

Click the Select Number button.

Click Save.

Click Next. Go to “Custom Rule Call Handling
Definitions” on page 76.

Ring

Custom Answering Rule x
+ Name Rule 2 Define Conditions 3 Define Call Handling
O caller ID ~
None
O 1 @ 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 promotion campaign.
When Selected Company Number(s) is Called:
e O | Select Number
O Date andior Time ~
None
Select Number x
‘ Search Q,
@ Phone Number v Name

.&D 020 8554 0023

Total: 1 Show:

10




RingCentral Office UK | Admin Guide | Auto-Receptionist 75

Custom Rule Condition - Date and/or Time

This condition applies rules based on a time of day,
week, or date range.

1. Click the answering rule condition, Date and/or
Time.

2. Select When this role Should be Active.

3. Click Next. Go to “Custom Rule Call Handling
Definitions” on page 76.

Custom Answering Rule

~ Name Rule 2 Define Conditions 3 Define Call Handling

O callerID
None

[ called Number
MNone

o@ Date and/or Time

Date and/or Time rules apply based on a time of the day and week every week, or on a specific date range.

o Select When This Rule Should be Active: (O

® Weekly Schedule © Specific Date Range
) :' Sunday
) / Monday
, ) Tuesday
) :' Wednesday
/) Thursday
() Friday
Q .. ' Saturday

RingCentral
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Custom Rule Call Handling Definitions

From setting a rule condition, now define the call
handling for that rule.

1. Select Action to Take When Incoming Calls
Match This Rule:

e Choose to Play Company Greeting or Bypass -
greeting to go to extension.

e Set Greeting - Choose Default or Custom.
The default greeting is shown in the window.
Select Custom to create your own.

e If Caller Enters no Action - Choose whether
the call is routed to the operator or
disconnected if the caller does not enter an
action.

2. Click Done.

Custom Answering Rule

+ Mame Rule « Define Conditions 3 Define Call Handling

Select Action to Take When Incoming Calls Match This Rule:

@® Play company greeting @ Bypass greeting to go to extension

Set Greeting

‘ Default v
View In (D

‘ English (U.S.) v

"Thank you for calling RingCentral. If you know your party’s extension you may
dial it at any time. For the Operator press 0. For the Dial-By-Name directory press
9"

» 00:00/00:00 o)) s—

If Caller Enters no Action
@ Connect to operator () @ Disconnect @
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Custom Answering Rule List

All created custom answering rules are listed when you
follow these steps, as shown in “Custom Rules” on
page 70:

1. From the Admin Portal, click the Phone System
tab.

2. Click Auto-Receptionist.

3. Under the General Settings tab, click IVR
Settings.

4. Under Custom Answering Rules, click Custom
Rule.

The list opens to this display.

Add Custom Rules

To add a custom rule:
5. Click Add Rule. Follow the instructions on the
previous pages.

Validate Custom Rules

To validate the list of created rules:
6. Click Validate.

Edit Custom Rules

To edit an already created rule, click Edit.

RingCentral
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Groups Listing
RingCentral offers different types of groups for your phone system needs.

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. To learn more about
Call Queues, see “Call Queue Group” on page 80.

Paging Only* groups enable real-time one-way broadcasting through
multiple desk phones and overhead paging devices. To learn more about
Paging Only groups, see “Paging Only Group” on page 91.

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. To learn more about Shared Lines groups,
see “Shared Lines Group” on page 94.

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. To learn more about Park Locations, see “Park Location
Group” on page 105.

RingCentral

Call Monitoring™ allows you to set permissions that allow specific users to
monitor the calls of other users. To learn more about Call Monitoring, see
“Call Monitoring Group” on page 109.

Other - Message-Only Extensions allow you to create a dedicated
extension specifically for receiving voice messages. All calls routed to this
extension automatically directed to the extension's voicemail box. To learn
more about Message-Only Extension groups, see “Message-Only
Extension” on page 112.

Other - Announcements-Only Extensions allow you to create a dedicated
extension specifically for playing an announcement. All callers routed to
this extension will only hear a recorded announcement/greeting. To learn
more about Announcement-Only Extension groups, see “Announcements-
Only Extension” on page 120.

Other - 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. To learn more
about Limited Extension groups, see.

*Not available for one-line accounts.
**Available for Office Premium and Ultimate users only.
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Call Queues
Create a call queue when you want a specific group of ) ) :
- R, ral e Y @ Dave (0208554 0023 B4 101 Get Hep | Log Out

users (such as Sales, Support, or Billing) to share o
incoming calls. Each call queue can have an extension or Flone Syten | e S he e O B SRE
direCt (Iocal or tOII_free) number Of its own. You can E & " o(ll\ﬂqeuas Paging Only Shared Lines Park Locations Call Monttoring Others.
define specific business hours for each call queue and
set up email or text message notifications of any missed S prone tmber ' 0 e
calls or voice mails. [ saws  Name . [r—— B meg Members Availabilty &

) IT Helpdesk 10 0/0 170
Add a Call Queue Group q,ﬁ srem ©  MaimingGetOume o e

Add Call Queue x

1. Fromthe Admin Portal, select the Phone System .

tab. 1 Add CallQueve 2 Select Users

2. Click Groups.
3. Click the Call Queues tab. O cowvasn
4. Click the New Call Queue button. Extension Name
5. In Add Call Queue, enter an Extension Number,
Extension Name, and Manager Email. Extension Number
6. Click Next. !
7. Select the users you'd like to add to the group Manager's Email
from the Call Queue Members list.
8. Click Done. o

Add Call Queue o x

+ Add Call Queue 2 Select Users

Select the members of the department, then click Done > Activate the Call Queue.
Search Q | | Department M

Show All | Show Selected (2)

= Name v Ext. Department
[ DHTestPDS 102

@  Joe Stephens 103 Purchasing
@  Matthew Smith 104 Purchasing

M Somethina1234 Newd321 01 Q

Totsl. 4 <A Back
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Configure a Call Queue

After you have created a Call Queue, you can configure
the Call Queue Info, Direct Numbers, Greeting, Call Ri
Handling, and Messages & Notifications.

ntral’

Phone System Users Reports Call Log Billing

E Gompanylkk 0:3\\ Queues Paging Only Shared Lines

Search

Call Queue Info

1. Fromthe Admin Portal, select the Phone System
tab.

Click Groups. - e Name
Click the Call Queues tab. = NN 4 ST

Select an existing Call Queue. 3, 1o o
The Info pop-up appears. If you don’t have any SOt

-]

Phones & Devices °

¥ enone Nnumbers

~  Numbers

Marketing Call Queue

AL

Quaity Gontrol Call Qu..

existing call queues, go to the previous page to
learn how to create one.
6. Edit your settings:
a. Extension Number
Group Name
Record Call Queue Name —
Company Name
Contact Phone
Manager Email
Address
Call Queue Hours
Call Queue Members
j.  Overflow Call Queues
k. Regional Settings
.  Resend Welcome Email
m. Delete Call Queue
7. Click Save.

Sales Call Queue

S®R O Q0T

Tools »

Park Locations

RingCentral

LE LD DN @ Dave | 0208554 0023 Bxt 101 Get Heip | Log Out

Call Monitoring Others

Msg. Members Availability
00 110
0/0 L0
Info
0/0
Extension Number:
Group Name:
Record Call Queus Name

Company Name:

Contsct Phane:

Manager Email:
O -

Call Queue Hours
Call Queue Mambers.
OQuerfiow Call Queuss
Regjonsl Settings

Resend Weicome Email

Stefus: Mot Activated

( Delete Call Queve )

+ New Csall Queue
IT Helpdesk

Y@
@

name{@yoursompany. com
@
24 hours >
1>
1>
>
>
o
=
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Configure 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.

Overflow Call Queues

1. Fromthe Admin Portal, select the Phone System

tab.
2. Click Groups.
3. Click the Call Queues tab.

4. Select an existing call queue group. The call
queue group must be configured with either a
Rotating or In Fixed Order call handling protocol.
See “Incoming Call Handling” on page 86.

Click Overflow Call Queues.

6. The Overflow Call Queues pop-up appears.
Select a maximum of three groups from the
Available Queues list.

7. Use the arrow buttons to move them to the
Selected Queues list.

8. Click Save. On first use, an Alert pop-up appears.
Select whether to Keep disabled and save or
Enable and save the selected overflow queue.

w

The number of enabled overflow call queues are shown
in the Info pop-up.

R ntral’

Phone System Users

B companyinis

Call Queues

Info
orts Call Log

Extension Number:

Group Name:

Paging Only
Recard Call Quaue Name

# Phone Numbers ear

o9 Q\ptiunist
L]

a2 11 Group(s) o
& Otherfs)

Phones & Deuuoe

Total 4

Compary Mame:
Contact Phone:

Manager Emil
Name g

Address
IT Helpdesk
Call Queus Hours

Marketing Call Queue
Call Queus Members.

Quality Control § 5 Overflow Call Queues
Seles Call Queue emod S

Overflow Call Queues

RingCentral

@ Dave | 020 8554 0023 Ext 101 Get Helg | Log Ot

10
IT Helpdesk
Others
> @
+ Mew Call Queus
@
name{@axample.com
> @
24 hours >
12
1> No

st Cag overow e (D)

Q]
Seiect calfiifues [ masimum)

Avvailable Gueves (1)

Select Al
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Add a Direct Number

1.

Nounbkhowd

From the Admin Portal, select the Phone System

tab.

Click Groups.

Click the Call Queues tab.

Select an existing Call Queue.

Click Direct Numbers.

Click Add Direct Number.

Click the button next to one of these types of

number:

a. Local: Select this button for Local number.
Provide the State/Province and Area Code and
Select Number.

b.Toll-Free: Select the button for Toll-Free
number. Select a Toll-Free prefix and a number
from the Available Numbers list.

c.Vanity: Select this button for Vanity number.
Choose a number that helps customers
remember your business phone number. Enter
the numbers or letters you wish to use and click
Search to seeifitis available.

d.International: Select this button to add an
International number, then select Geographic
Number or Toll-Free Number and Country.
Follow the prompts to complete your order.

Click Next when finished choosing your number.

Rii nitral

Phone System Users

B company into

orts

Call Queues

G hons Numbers eare

Status
2
o °
]ﬁ 11 Group(s) °
G Other(s)
-]

Fhones & Davices ©

Total: 4

Paging Cnly

Call Log Billing

- IT Helpdesk
Ext 2 5

QEE Direct Numbers

‘)D Greeting

Shared Lines

Tools »

Park Locations

Info

Extension Mumber:
Group Name:

Record| g,

Compan,
Contact
Manager

Addres:

RingCentral

@ Dave | 030 8554 0023 Ext 101 Get Help | Log Out

& B

Others

+ Mew Call Queue

IT Helpdesk

* Call Handlin

&

= Messages i
Motifi caliuno -

......




RingCentral Office UK | Admin Guide | Call Queue Group 85

Call Queue Greetings

If you would like your callers to hear arecorded greeting
before being connected to a call group, turn on the Call
Queue greeting.

Note: If you have set custom call queue hours, follow
these steps for both the Call Queue Hours and After
Hours tabs.

Set a Call Queue Greeting

1. From the Admin Portal, select the Phone System
tab.
Click Groups.
Click the Call Queues tab.
Select an existing Call Queue.
Click Greeting.
Select the button next to On.
Click Set Greeting.
A pop-up window will appear displaying the
current Greeting. Choose your preferred type of
greeting:
a. Default - Select the button next to Default.
b.Custom - Select the button next to Custom and
select how you'd like to set your custom
recording:
e Record Over the Phone
Next to Call me at, choose a phone number
from the drop-down 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.
e Record Using 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 Attach.
9. Click Save.

©ONO U kWD

RingCentral

; PYSCCIN @) e | 020 8554 0023 ExL 101 Get Help | LogOut
n,oenfra; L ®ose| °ls

Phone System Users orts Call Log Billing Tools = Q Eig
B companyinte Call Queues Paging Only Shared Linas Park Locstions Call Monitoring Others
83 Prone Numbers Searen . + New Call Queue

Status Name ~  Numbers Ext. Msg. Members Availability (0

O sutoReceptonst
0 -] IT Helpdesk 10 0/0 110
11 Group(s) ] Markating Greeting
Cokat) -
-] Quality Go smm Exti 0 Call Queue greeting: (0

Phones & Devices ° S ® on Q of
7 Direct Numbers m
Default Greeting: “Thank you for calling. Please wait while we connect you to the
next available agent"
.
Totak 4
-Set Gresting
forc
availa
ages &
sations Blocked Calls >

» O 0000/00C0 W0 EEEEEE

Set Greeting X Set Greeting

Import

Ll Fecord Using Computer Micraphone Import

> (® 000010000 of)) w— (1)

Call Now
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Incoming Call Handling

I Rl ntral @ Dave | 020 3554 D023 B4t 101 Get Helo | Log Out
Choose how you'd like each call queue to handle
incoming calls. Set the order in which the calls will be Phone System | Users ofs  Calllog  Bilng  Tools v o B
transferred to the members of the call queue, and é
choose the audio while connecting, hold music, and hold B compen inio CalQueves  PagingOnly  Sharedlines  Parklocaons  CallMonitoing  Ofhers
time.. Call Handling
: : o e
. Phone Numbers sen T xt. Call Queve Hours  [EGEEERTSS Advanced
1. From the Admin Portal, select the Phone System = e s o
S ——
tab. Status Name
. =1z . ®) Rotating
) tionist a2 D Numbs
2. Click Groups. = e ’ oe — o Immlim O Sarems
3. Click the Call Queues tab. O I fied xder
. . 11 Groupis) arketing Call Queue
4. Click the name of the Call Queue you'd like to &3 5 e @ Memnas ) Greing omm.mmm
Conﬁgure‘ -] Quality Control Call Qu. ® on O of
5. Select Call Handling to edit your call handling Fhones & Deviees 6  camcea . 8 Set fudo st >
Settings Call Handling What callers hear while waiting for their csll to be answered in a call queue
. . nterryy iio >
6. Select the order in which calls are transferred to T =
department members: B Notnosions ot s
a. Rotating: in order by extension number @® o O on
b.Simultaneous: on all department extensions Set o Music soouste »
c.Infixed order: select Specify Fixed Order. Austo celers earwren put on
7. Toenable Audio while connecting select the On Menber avaiibity and had times
button. Carcel
8. Toset what callers hear during business hours Totat 4
while waiting for a connection, select Set Audio.
(see Note) Lege Pracy
a.Ring Tones i ——
a. Music: choose from a preloaded selection of
music.
a.None
a. Custom: upload a WAV or MP3file.
9. Click Save
Note: If you have set custom call queue hours, follow

these steps for both the Call Queue Hours and After
Hours tabs.
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Messages and Notifications
Rl ntral

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.

Phone System Users

E Company Info

R prone Numbers .

Set a Voicemail Greeting

Status

1. Fromthe Admin Portal, select the Phone System 2 ezpmmoe
tab. S o
Click Groups. -
Click the Call Queues tab. °
Select a Call Queue. Phones & Devices °
Click Messages & Notifications.
Click Voicemail Greeting.
A pop-up will appear displaying the current
Voicemail Greeting. Choose your preferred type
of greeting.
a. Default: Select the button next to Default.
b.Custom: Select the button next to Custom and
select how you'd like to set your custom
recording: Totat 4
e Record Over the Phone

Next to Call me at, choose a phone number

from the drop-down 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.

e Import

Browse for a WAV or MP3 file you want to

use. Click Attach.
8. Click Save.

Nouhkwd

Note: If you have set custom call queue hours, follow
these steps for both the Call Queue Hours and After
Hours tabs.

orts

Call Queues

MName

IT Help

Market

Quslity

Sales C

“All of our agents are busy helping other customers. Af the fone, ples

your mecsage. When you've finished recarding, you may hang Ly
# key for mare optians.*

O Custom

»

Billing

IT Helpdesk
Ext. 10

Direct Numbers

Greeting

Call Handling

Messages &

Notifications

RingCentral

@ Dave | 020 8554 0023 Ext 101 Get Helo | Log Out

& B

Tools v

Messages & Notifications

S— 6

dew Call Queue

oicemsil Greeting

Exd. 10, IT Helpdesk >

=D CED

Messsge Recipient

Call Queue Voicemail Greeting

QO Defmit \iew in | English (U.S.)| » | @
AN of cur agents are buzy heiping other cusfomars. At the tone. plaee record
yeur meszage. When you've finished recarding, you may hang g o press the
& key for mare gptions *
@® Custom
\iew in | Engish (U5 [ ® Csio
'
Riscord Over the Phone (L]
RingCentral wil call you to record your custom greeting over the phone.
Cot meat | Erfer & new number
Cal Now
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Message Recipient

After you have set your Voicemail Greeting, you can set
which users or call queues to receive messages.

Set the Message Recipient

1. Fromthe Admin Portal, select the Phone System
tab.

Click Groups.

Click the Call Queues tab.

Select a Call Queue.

Click Messages & Notifications.

Click Message Recipient.

A pop-up will appear with a list of members to
receive messages left for this call queue.
Select the button next to the recipient.

Click Done, then click Save.

Nouhkwd

o o

R ntral

Phone System Users

B compsnyine
Search

W cnone numpers

Status

00"
(-]

s 11 Groupis)
6 Other(s)

e
Phones & Devices ®

Total: 4

orts

Call Queues

Call Log

Pay,

8
4

Name
IT Helpdash
Marketing C

Qualty Con

Sales Call (| :::

RingCentral

@ Dave | 020 8554 0023 BX 101 Get Heip | Log Out

Billing Tools = X B
Messages & Motifications
IT Helpdesk
Ext.10
Toke messsges 6 Call Queus
Voicemesil Gresting Defauit >
Direct Numbers Ext. 10, IT Helpdesk »
D D
Greeting
I 8 Select Message Recipient
Call Handling

Messages &

Notifications

Show: 25 N <1
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Voicemail Preview*

The voicemail preview provides a voicemail text with

the essential point of the message. It delivers a text Ri tral il @ Dave 1200554 0013 B 101 Ot e o9 Ot
version to your RingCentral mobile or desktop o S e e « 7
application or via e-mail. 6
1. Fromthe Admin Portal, select the Phone System B companyini Ees e S S e R s
tab. Info
2. Click Grou ps. R Phone Numbers S . + New Shared Line
3. Click the Call Queues tab. — =l
4. Select an existing Call Queue. L e Reoepionit L ot p— = —
5. Click Messages & Notifications. 0" T - F— @D
6. Click Voicemail Preview. The Voicemail Preview Fi 7 e e o
pop-up appears. * Call Handiing T;
7. Select the On or Off button to activate or s e T
deactivate Voicemail Preview. 0- esmes s v Holcen b
8. Click Save. i Voicemail Preview. (1)

i @ On
*Available for Ultimate users only. 0 oF 9

Delete C
Voemai Prevew
Cancel Save

Hokfications
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Notifications

Ri niral
As an administrator, you can set up notifications to be
sent to your phone or email when voicemails, faxes, Phone System | Users orts
missed calls, and text messages are received for each
call queue.. B companyine CallQueues

1. From the Admin Portal, select the Phone System G e

tab.
2. Click Groups. o . saus  Nam
3. Click the Call Queues tab. 9‘ 0° s
4. Select a Call Queue.
5. Click Messages & Notifications. | & o e
6. Click Notifications. ©  Qur
7. A pop-up will appear with options for email or Phones & Devices ©  sae

text-message notifications to a recipient of your

choice when voicemail messages or faxes are 5

received, or calls missed. Set your notification

settings by checking the boxes and filling in email

and phone numbers.

a. Click Advanced Notification Options to see
more detailed notification settings.

b.Set your Advanced Notification Options. Here
you can choose different email addresses and Totat 4
phone numbers for your notifications, select
settings for marking messages as read, and
select options for email attachments.

c.Click Save.

d.Click Switch to Basic Notification Settings to
return to the Notifications pop-up.

8. Click Save

RingCentral

@ Dave | 020 B554 0023 Ext 101 Get Help | Log Out

Call Log Billing Tools v v B

=

Messages & Notifications

IT Helpdesk
Ext. 10 Take messages
- New Call Queue
Voicemail Gresting Defaut >
Direct Numbers Message Recipient Ext. 10, IT Helpdesk
Greeting ‘ ) _
Notity me of. Hy Emal By SMS
- =
Call Handling ,
Receved Meszage: b
Messages & Send nofifications fo.
Notifications
2 narme{exmpie. com
P e OS0ES-0012 — Select Carier — ~ Add
My comer is
@-A. o ettt
Voicemei | Preview
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Paging Only Group
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Paging Only*

Rii ntral PYETI Rl @ Cave | 070 8554 0023 Ext 101 G2t Helo | Log Out

Paging Only groups enable real-time one-way
broadcasting through multiple desk phones and Phone System | Users  Reports Log  Biling  Toolsw y B
overhead paging devices. Paging Only groups are great

for a variety of locations such as warehouse/shipping B company inio EOTEE Rl SEEim  RRlmTm G RlEmm e Q
centers, retail stores, schools and hospitals, among
others.

You can page using a special phone with a paging soft- saus  Wame © Devices Ext
key, or by dialing *84 from your digital desk phone or 2 oo

from your VolP calling-enabled mobile phone. In each
case you need to set up the Group number, or the % 5t
number representing a group of extensions receiving a

paged message, prior to the page.. Prones & Devses Add Paging Group *

earc! Q .
R Prone Numbers Searen : + New Paging Only

(] Paging Cnly 1 Cisco SPA-303 Desk Phone 5

(] Support 1

Add a Paging Only Group Group Name

1. Fromthe Admin Portal, select the Phone System 0

tab.

Click Groups.

Select the Paging Only tab.

4. Select New Paging Only button in the upper o
right.

5. Enter the Group Name and Extension Number.

6. Click Save.

Extension Number

A

1

w

Tetek2 Cancel Save

*This feature is available for accounts with two or more users
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Configure 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 capable of doing so. See also, “Add a Paging
Only Group” on page 92.

1.

ok wd

©

10.

11

From the Admin Portal, select the Phone System

tab.

Click Groups.

Select the Paging Only tab.

Select a Paging Only group.

The Info pop-up appears.

In the Info pop-up,

a. Edit your extension number, group name, or
disable the extension.

Click Save.

Click Paging.

Click Devices to receive page.

a. Select the User Phones or Paging Devices to
receive pages.

b.Use the arrows to move phones or devices
allowing access to receive pages from
Available Devices to Selected Devices.

c.Click Save.

Click Users allowed to page this group.

a. Select the users who are to be allowed to page.

b.Use the arrows to move users from the
Available Users to Allowed Users list. This
allows or revokes access to page.

c.Click Save.

Click Done

Ru niral

RingCentral

@ Dave | 020 8554 0023 Ext 101 Get Helo | Log Ot

Phone System Users Reports a Log Billing Tools + L B
nes

B company info

Q3 Fhone Numbers

9D uoReceptionit
oo
10 Groupis)
5 Otherls)

Phones & Devices

Call Queues

Totslk 2

Paging Only Park Locations

Call Monitor IVR Menus Others
3 + New Paging Only

m -
Ectirner: Mot u
e srtony Ares
5 . S Eneied .
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Shared Lines Group
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Shared Lines*

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.

Add a Shared Lines Group
1.
System.
2. Click Groups.
3. Click the Shared Lines tab.
4. Click New Shared Line.
5.
6.
Extension.
7. Click Next.
8.

From the Admin Portal tab, select Phone

The Add Shared Line pop-up appears.
Select a location: Domestic or International.
Enter the Group Name, Manager’s Email, and

The Add Shared Line pop-up appears.
Follow the prompts to add phone lines, order of
phone number and devices.

Click Save.

RingCentral
ophnne System Users
B compsnyinte
& pnone numbers

D suoreceptionist

12 Groupl(s)
5 Other(s)

Phones & Devicas

Reports Call Log

RingCentral

& @ Dave | 020 8554 0023 Ext. 101 GetHelp | Log Cut

Bill Taols v , B

Shared Lines Park Locations Call Monitoring VR Menus Others

0— New Shared Line

~  Mumbers Ext. Messages

[200) 6200431 8 oio

Add Shared Line

1 Setup 2 Add Lines 3 Add Phones 4 Emergency Address. 5 Shipping Address & Confirmation

Select a Location

Group Details
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Configure a Shared Lines Group
Configure the Shared Lines group’s name, password, L
. . i R.l: tra.' Admin Portal « °Dave\[l2[l 8554 0023 Ext. 101 Get Help | Log Out
business hours, and regional settings. You can also
apply a template to the group. Edit your extension Phone System | Users  Repos  Call Log i Tools v R B

number, name, or delete your menu.

E FE i Call Queues. Paging Only Shared Lines Park Lacations Call Manitaring IWR Menus Others

1. Fromthe Admin Portal, select the Phone System

tab. A Phone Humbers sexren a + New Srared Line
2. ClickGroups. Group Details
3. Click the Shared Lines tab. [ R il Extersin Nuber s
4. Select aShared Line from the list. See page 95 for Oe e ine 1 Goun Name: p—r

instructions on how to create a Shared Line. =, oo FEeaer e o
5. Edit the Group Details information: s Wenager S ramegarampecor

a. Extension Number R T Custom >

b.Group Name fegoo Stive: 2

c.Record Group Name Select Record Group e 6

Name and choose from the text-to-speech Cl C

name or you can record your group name.
d.RingCentral text-to-speech name: Select the
button next to Default to use the provided
text-to-speech name.
e Record Group Name.
You can either Record Over the Phone,
Record Using a Computer Microphone, or
Import a (WAV) file. Next to Call me at,
choose a phone number from the drop-
down menu if you have saved numbers or
enter a phone number in the text field. Click
the Call Now button and RingCentral will
call you to record your message.
e Import
Browse for a WAV or MP3 file. Click Attach.
e.Manager Email
f. Business Hours
g.Regional Settings
h.Resend Welcome Email
i. Status (read only, shows information about the
extension)
6. Click Save.
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Add a Direct Number

A direct number is a phone number that can be called
without going through the auto-receptionist.

1. Fromthe Admin Portal, select the Phone System

tab.

Click Groups.

Click the Shared Lines tab.

Select an existing Shared Lines group.

Click Direct Numbers.

Click Add Direct Number.

Follow these instructions to select the type of

number:

a. Local: Select the button next to Local
(Domestic). Provide the State/Province and
Area Code and Select Number.

b.Toll-Free Number: Select the button for Toll-
Free Number. Select a Toll-Free prefix and a
number from the drop-down menu.

c.Vanity Number: Select the button for Vanity
Number. Choose a number that helps
customers remember your business phone
number. Enter the numbers or letters you wish
to use and click Search to see if it is available.

d.International Number: Select the button next
to International, then Geographic Number or
Toll-Free Number. Select the Country and
Geographic Prefix. Call the phone number
listed to order an international number.

8. Click Next after choosing your number. Follow

the prompts to purchase your new number.

Nouhwd
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Greeting and Blocked Calls
Set Greeting and keep the default, or record a custom group T a——

. ¢ o Ru niral
greeting. Click Blocked Calls to block specific calls or all calls
for this call group. Then, set up the message blocked callers Phone System | Users  Repotts  Call Log 9 T L B
will hear.

E Sl Call Queues Paging Only Shared Lines Park Locations Call Monitoring IVR Menus Othars

From the Admin Portal, select the Phone System tab.
Click Groups. & Fhone Humbers sesen a + New Shared Line
Click the Shared Lines tab.

Select an existing Shared Lines group. e = Tt @

Click Greeting & Blocked Calls. 0" - o =
Under Group greeting, be sure the button next to On 9| Foolin - 0 ',:.,v_h © i
is selected if you'd like a greeting. e — R
Click Set Greeting to set your greeting. e

A pop-up will appear displaying the current Voicemail ‘ — =
Greeting. Choose your preferred type of greeting. A e -

a. Default: To use the provided greeting, click Default. M oworscaain —— ey

Messages &
B e % e e rom Py Prurs Q
Sli: Calars it e Sy r—— 3

shared line 1 Greeting & Blocked Calls Blocked
e 1

ouhkhwNE

© N

b.Custom: Select the button next to Custom and
select how you'd like to set your custom recording:
e Record Over the Phone
Next to Call me at, choose a phone number from
the drop-down 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.
e Record Using 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 Import
Browse for a WAV or MP3 file you want to use.
Click Attach.
9. Click Save.
10. Click Blocked Calls.
11. Set your preferences for Blocked Calls.
12. Click Save.
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Call Handling

Review or change each option for handling incoming
calls for both Business Hours and After Hours. Click the
drop-down menu and set the number of rings to wait
before forwarding unanswered calls to any value
between 10 and 80 seconds.

1. From the Admin Portal, select the Phone System

tab.

Click Groups.

Select the Shared Lines tab.

Select an existing Shared Lines group

Click Call Handling.

Under Audio while connecting, select the button

next to On and click Set Audio.

a. Choose a Ring Tone, Music, None or Custom

for your audio.

b.Click Save.

7. Under When all lines are busy forward calls to,
click Select Destination.

a. Select the button next to the call destination
you’d like to set.
a.Click Save.

8. Under Number of seconds to wait before
forwarding unanswered calls use the drop-down
menu to choose a value between 10 and 80
seconds.

9. Click Save.

ok wd

nmo:trar

®

@ Dave | 020 8554 0023 Ext. 101

Phone System Users Reports Call Log a Tools =

Call Queues Paging Only

E Company Info

‘f Phone Numbers e m
[ 1] ]

Status Hame

Q Auto-Receptionist
k
shared line 1

12 Group(s)
9} R <

Fhones & Devices

Shared Lines

Park Locations, Gall Monitoring VR Menus

Call Handling

IT Helpdesk
Ext101 [ usinessours  [EEERUSS
0 Autia while connecing: (D
@ on O on
Direct Numbers

Set Audio

Gresting & 0\\111 alllines are busy, lorward cails to: (D)
Blocked Calls

Select Destination

80 seconds

Qutbound Caller 1D

Messages &
Notifications

of secands 1o wail before forwarding unanswe

RingCentral

Get Help | Log Out

L B

Dthers

+ Mew Shared Line

Advanced

Ring Tones »

Group Voicemail >




RingCentral Office UK | Admin Guide | Shared Lines Group 100 RingCentralp

Outbound Caller ID

Set up an outbound caller ID for the group, or use

individual numbers as caller IDs for each line. Ri ntral @ Dave (0208554 0023 X101 et vl | Log Ot
1. Fromthe Admin Portal, select the Phone System ProneSesen T T " o B
tab.
2- CI ICk Groups- E e Call Queues Paging Only Shared Lines Park Locations Call Monitoring IVR Menus Others
3. Click the Shared Lines tab.
4. Select an existing Shared Lines group. (3 Stz — [ Gubeurd Car 10 f e e i
5. Click Outbound Caller ID. ) 0“ ee, O i
6. Choose whether you'd like to use the one number S— T R 2 2
as the caller ID for the entire group or if you'd like o" e e X
to use individual lines. dﬂ’a o O S -
a. Group: Select the button next to Group and S
choose a number from the drop-down menu. Fhonss 3 Devoss
b.Individual Lines: Select the button next to ] e
Individual Lines. - ot

7. Click Save.
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Messages & Notifications

Set up a group voicemail and notification options.

Voicemail Greeting

1. From the Admin Portal, select the Phone System

tab.
2. Click Groups.
3. Click the Shared Lines tab.

4. Select an existing Shared Lines group. The Group

Details pop-up appears.

Click Messages & Notifications.

Click Voicemail Greeting.

7. A pop-up will appear displaying the current
Voicemail Greeting. Choose your preferred type
of greeting.

a. Default: To use the provided greeting, select
the button next to Default.

b.Custom: Select the button next to Custom and
then select how you'd like to set your custom
recording:

e Record Over the Phone

Next to Call me at, choose a phone number
from the drop-down 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.

e Record Using 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.

8. Click Save.

o w
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Message Recipient

Set a message recipient for a Shared Line.

1.

ocoukhwd

©

From the Admin Portal, select the Phone System
tab.

Click Groups.

Click the Shared Lines tab.

Select an existing Shared Lines group.

Click Messages & Notifications.

Under Take messages, select the button next to
On.

Click Message Recipient. The Select Message
Recipient pop-up appears.

Select a message recipient.

Click Done.
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Voicemail Preview*

The voicemail preview provides the essential point of a

voicemail message. It delivers the message to your

RingCentral mobile or desktop application or via email.

1. Fromthe Admin Portal, select the Phone System

tab.

Click Groups.

Click the Shared Lines tab.

Select an existing Message-Only Extension.
Click Messages & Notifications.

Click Voicemail Preview.

A pop-up will appear with the option to turn
Voicemail Preview on or off.

Select the button next to On or Off.

Click Save.

NouhkwdN

o 0

*Available for Ultimate users only.

RingCentral

Rii tral LU @ Dave | 020 8554 0023 B 101 Get Heip | Log Out
Phone System Users Reports Call Log illi Tools v W B
E Company Info Call Queues Paging Only Shared Lines Park Locations Call Monitoring VR Menus Others
R prone umbers Scamt W8 [T Helpdesk Moo R icas. + New Shared Line
Ext.10
-—e Take messages
Status Name Vacemal Grestrg Detadt >
. 19, roscmy >
=D

12 Groupls) i
‘:B ey ‘ Greeting

O sutorecestions ‘. Direct Numbers re—
S —
oa shared fine 1

Phonas & Davices
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0- el

7 Voicemail Preview

Voicemail Preview: (1

Cancel Save
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Notifications

Choose who will receive notifications for voicemail
messages and how they will receive them.

1.

ok wd

From the Admin Portal, select the Phone System

tab.

Click Groups.

Click the Shared Lines tab.

Select an existing Shared Lines group.

Click Messages & Notifications.

Click Notifications. A pop-up will appear with

notification options.

Set your notification settings by checking the

boxes and filling in email and phone numbers.

a. Click Advanced Notification Options to see
more detailed notification settings.

b.Set your Advanced Notification Options. Here
you can choose different email addresses and
phone numbers for your notifications, select
settings for marking messages as read, and
select options for email attachments.

c. Click Switch to Basic Notification Settings.

Click Save.
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s c ()

Notifications
MNotify me of: By Email By SMS
Voicemail Messages v
Received Faxes: v
Missed Calls:
Received Text Massages: v
Voicemall Preview | Send notifications to:

name@example.com

Phone number: (650) 555-0012 — Select Carrier — | [ Add

My cdmemsue [0]

Advanced Nolification Options




RingCentral Office UK | Admin Guide | Park Location Group 105 RingCentraf

Park Location Group
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Park Locations ’
Use Park Location groups to create a private location in Ri iral @ e 0t st s e et | Log o

which specific users can park and pick up calls. Once

users have been added to the group, the park location el == Fppe @l Eng by & B
can be added to the user’s Presence on a desk phone or
HUD on Ringcentra| Phone. YOU can have Up tO 100 E Company Info Call Queues Paging Only Shared Lines Park Locations Call Monitoring IVR Menus Others
park locations in your phone system. -
‘ﬁ: Phane Numbers Search el 01» New Park Location
Add a Park Location " s [ .
Auto-Receptionist
1. From the Admin Portal tab, select Phone ©  ParkLocaton 10001 10001
SYStem- ‘% 14 Group(s) ] Park Location 10002 10002
2. Click Groups. SRl
3. Click the Park Locations tab. Add Park Location :
4. Click New Park Location. e
The Add Park Location pop-up appears. 0 e
5. Enter the Group Name and Extension Number.
6. Click Save. Extension Number

10001

Note: Only one call can be parked in each location at a gz
time. Cancel
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Configure 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:

1. From the Admin Portal tab, select Phone
System.

Click Groups.

Click the Park Locations tab.

Select an existing Park Location.

The Info pop-up appears.

Edit the Extension Number and Park Location.
Click Save.

Nouhkwd

Rii entral’
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E Company Info Call Queues Paging Only Shared Lines Park Locations

Info
\# Phone Numbers Search
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Status. Nami Park Location Name:

9O AutoReceptionist
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Add Users to a Park Location

To add or remove users from a Park Location: )
Rii nitral Admin Portal v @ Dave | 0208564 0023 Ext 101 GetHelp | Log Out
1. From the Admin Portal tab, select Phone
System, Phone System Users Reports Call Log Billing Tools « s B
2. Click Groups.
3. CliCk the Park Location ta b. a Company Infa Call Queues Paging Only Shared Lines Park Locations Call Menitering IVR Menus Others
4. Select an existing Park Location. _
5. Click Location Users. i doutatas — v —
6. Click Users of this park location. statix | Moo : ) m
7. Select users you'd like to add to the group from D et & Locatontiers . e

8. Click the blue arrow in the middle of the pop-up
to move the selected users to the right column.

° ] -
the right column. I Locaton uSEQ
& sos o p Ry s
6 Other(s) —

) L ocation Users

You can also select users from the right column Phonis & Devices
and move to the left column to remove them | U s pri ot
from the group. ) J .
9. Click Save. -
Next, see “Enable this Park Location” on page 108. 0 oo 9 -
Enable this Park Location .
Onyour selected user’s phones, go to the Users list,
select the user and configure the park location 9
extension: f—

1. Select Phones & Numbers.
2. Select Presence.
3. Select the Appearance tab.
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Call Monitoring Group
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Call Monitoring Group*

Call monitoring groups all authorised 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 authorised 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 the
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:

e Polycom VVX 310

e Polycom VVX 410

e Polycom VVX 500

e Cisco SPA 303

e Cisco SPA 508G

e Cisco SPA 514G

e Cisco SPA 525G2

e RingCentral Phone

*Available for Office Premium and Ultimate users only.

Action Description Example Touch
Tone
80

Take Over

Silently listen in on a
call

Speak only to the
employee without the
caller on the other
end hearing

Join the call so all
parties can
communicate with
each other

Take over the call
entirely and release
the employee from
the call

Supervisors/QA
to monitor
performance
Provide support
to users to help
them handle a
call

Help facilitate
discussion
between all
parties

Allow the
supervisor to
handle a call
and allow the
employee to
continue other
tasks

RingCentral

*

*81

*82

*83

®
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Add and Configure a Call Monitoring Group*
1. From the Admin Portal, select the Phone System tab. RillDentrar .Dmomm T
2. Click Groups.
3. Click the Ca" Monitoring tab, Phone System Users. Reports Call Log Billing Tools » & B
4. Select New Call Monitoring. The Add Group pop-up —— S, AR
appears.
5. Select the button next to Call Monitoring. Gt it + tew Cat Montorn
6. Click Next. — . [P—— ol Monkotg Group
7. Enter aGroup Name. & o e o B 101 T, T Ao
8. Click Next. o —
9. Select the users that can monitor this group. d&' Fene @ cattnomeondR
10. Click Next. S 2
11. Select the users that can be monitored by this group. ;

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.

can
12 CI |Ck Save. Q Call Monitoring Group x Call Menitoring Group Q
Defive Group Hame ‘Soiect usors hatcan montor 3 Select uears et o b monkerd + Dot GroupName.  Solect usars that can monit 3 Select usors that con be morsored
et " doct users tht can bo montared

The desk phone may need to be rebooted after these . s P R = > PR
settings have been changed. R
*Available for Office Premium and Ultimate users only. et e KD i e o ‘"
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Message-Only Extension
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Message-Only Extensions

Create an extension dedicated to receiving messages.
All calls routed to this extension are automatically
directed to the extension’s voicemail box. .
Add a Message-Only Extension

1. Fromthe Admin Portal, select the Phone System

tab.
2. Click Groups.
3. Click the Others tab.

4. Click New Message-Only Extension.
The Add Messages-Only Extension pop-up

appears.
5. Enter the Extension Name, Extension Number,
and Email.
6. Click Save.
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& Otherlz)

Ri tral
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E oy i Call Queues Paging Only Shared Lines
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Statu: Type Hame
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Phones & Devices
oExlensinn Name
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1
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Add Messages-Only Extension

Cancel
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IVR Menus

RingCentral

020 8554 0023 Ext. 101 Get Help | Log Gut
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+ New Message-Only Extension | +

L B
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Configure a Message-Only Extension

After you've created ‘a Message'-OnIy Extension Ril — PPN o) 80025 B 131 cers g
configure the Extension Info, Direct Numbers, and
Messages & Notifications. Phone System Users Reports Call Log Billing Tools » & B
EXtenSIon Info E Company Info Call Queues Paging Only Shared Lines Park Locstions Call Monitoring IVR Menus Others
Edit your extension number, name, or delete your
menu ’.f Phone Numbers Soah g Info
Extension Number: 15
1. Fromthe Admin Portal, select the Phone System © avteracaptionst e Excension Hame T
tab. o Announcemants-Cnly E. &;;i Direct Numbers Recard Extension Name > @
2. Click Groups. g PEET) Company Name:
H BT lessages-Onl xtensic
3. Click the Others tab. ©  vesmsonye S — Cortct Pore: ®
4. Select an existing Message-Only Extension. . o Notfications — P —
. . . . anes & Device -] Messages-Only Extensic
5. Click Extension Info to edit the following: ‘ Regions Setings >
a. Extension Number . . e Resend isoms Emsi >
) lessages-Unl tensic Status: Mot Activated
b.Extension Name o
. Delete Extanzion
c.Record Extension Name

d.Company Name
e.Contact Phone
f. Email
g.Regional Settings
h.Resend Welcome Email
i. Delete Extension

6. Click Save.
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Add a Direct Number

1. From the Admin Portal, select the Phone System
tab.
Click Groups.
Click the Others tab.
Select an existing Message-Only Extension.
Click Direct Numbers.
Click Add Direct Number. The Add Direct
Number pop-up appears.
7. Follow these instructions for your selection:
a. Local (Domestic): Select this button to add a
local number, Provide the State/Province and
Area Code and Select Number.
b.Toll-Free Number: Select this button to add a
Toll-Free number. Select a Toll-Free prefix and
a number from the drop-down menu.
c.Vanity Number: Select this button to add a
Vanity number. Choose a number that helps
customers remember your business phone
number. Enter the numbers or letters you wish
to use and click Search to see if it is available.
d.International Number: Select this button to
add an International number. Then, select the
button next to Geographic Number or Toll-
Free Number. Call the phone number listed to
order an international number.
8. Click Next.

Follow the prompts to purchase your new number.
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Message Recipient
Choose an extension to receive and save messages.

1. From the Admin Portal, select the Phone System
tab.

Click Groups.

Click the Others tab.

Select a Message-Only Extension.

Click Messages & Notifications.

Click Message Recipient. The Select Message
Recipient pop-up appears.

Select the user.

Click Done.

In the Messages & Notifications pop-up, click
Save.
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Messages and Notifications

Set the voicemail greeting you would like to use for
your Message-Only Extension. This feature is available
to Ultimate users only.

Set a Voicemail Greeting

1. Fromthe Admin Portal, select the Phone System
tab.
Click Groups.
Click the Others tab.
Select an existing Message-Only Extension.
Click Messages & Notifications.
Click Voicemail Greeting.
A pop-up will appear displaying the current
Voicemail Greeting. Choose your preferred type
of greeting.
a. Default: Select the button next to Default.
b.Custom: Select the button next to Custom and
select how you’d like to set your custom
recording:
e Record Over the Phone
Next to Call me at, choose a phone number
from the drop-down 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.
e Import
Browse for a WAV or MP3 file you want to
use. Click Attach., then Save.
e Record Using 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.
8. Click Save.

Nouhkwd
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Messages & Notifications
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E Extension Info
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o °® Messags

Voicemail Greeting x
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QO Custom
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Set Voicemail Preview*

The voicemail preview provides a text version of your

voicemail that lets you get the essential point of the Ri tral Mg @ Dave | 0208554 0023 Bt 101 Get o | Loa 0t
message. It delivers a text version of your voicemail to
. . . . . Phone System Users Reports Call Log Billing Tools = L B
your RingCentral mobile or desktop application or via e
email.
E Company Info Call Queues Paging Only Shared Lines Park Locations Call Monitoring IVR Menus Others

1. Fromthe Admin Portal, select the Phone System —

ta b. qt Phone Numbers Search Info | el
2. Click Groups. Extension nfo N =
3. Select the Others tab. B oo e e —— — L
4. Select an existing Message-Only Extension. © Aot Qo sz L
5. Click Messages & Notifications. 16 Groupie) [ B B Veioered Gresing et >
6. Click Voicemail Preview. The Voicemail Preview e - el P ST a—
pop-up appears. = o (. Direct Numbers 2
7. Select the button next to On or Off. e ¢ Mg |
8. Click Save. ”
e essages &
0 ° Mezsay Notifications

*Available for Ultimate users only.

Voicemail Preview

bicamail Preview: (1)

® o
O o

0 Voicemail Preview >

Notifiestions, >
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Notifications

Choose who will receive notifications for voicemail
messages and how they will receive them.

1. Fromthe Admin Portal, select the Phone System

tab.

Click Groups.

Click the Others tab.

Select an existing Message-Only Extension.

Click Messages & Notifications.

Click Notifications.

A pop-up will appear with notification options.

Set your notifications by checking the boxes and

filling in email and phone numbers.

a. Click Advanced Notification Options to see
more detailed notification settings.

b.Set your Advanced Notification Options. Here
you can choose different email addresses and
phone numbers for your notifications, select
settings for marking messages as read, and
select options for email attachments.

c. Toreturn to the previous Notifications pop-up,
Click Switch to Basic Notification Settings.

8. Click Save.
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8 Other(s) ®
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E Extension Info
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Cont| S5 Direct Numbes
B Vessagesd gl [ CCER y G—
Motifications Emd
Messages &
i = MNotifications
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Notifications
Notify me of: By Email By SMS
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Received Faxes v
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Received Text Messages: v
Send notifications to:
Email dave richards@mycompany.com
Phone number: — Select Carrier — v Add

@ Advanced Nofification Options

My carrier is nnter

Cancel Save
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Announcements-Only Extensions

Create an extension that only plays an announcement
for your callers. All callers routed to this extension hear Rii ntral ECLULE gl @ 0ove 0200554 0029 B 101 Ot e Lo Ot
arecorded announcement such as a holiday closure

Phone System Users Reports Call Log Billing Tools v S B
announcement. Add an Announcements-Only
EXtenSIon‘ E e Call Queues Paging Only Shared Lines Park Locations Call Monitoring VR Menus Others
1. Fromthe Admin Portal, select the Phone System
tab R Frions Numbers Search Q + New Message-Only Extension | =
. : + New Message-Only Extension
2. Click Groups. . s o . P o .
. -Receptionist + New Announcement-Only Extension
3. Click the Others tab. e o !
4. Select New Annou ncements-OnIy Extension Add Announcements-Only Extension x
18 Group(s)
from the menu. B o a0
The Add Announcements-Only Extension pop- Extension Name

up appears. %mwﬂwe s

5. Enter the Extension Name, Extension Number,
and Email. Extension Number B
6. Click Save. 1

Email

Q

Cancel
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Edit Announcements-Only Extension Info

Edit your Announcements-Only extension number,
name, or delete the extension.

1. From the Admin Portal, select the Phone System
tab.
Click Groups.
3. Click the Others tab.
4. Select an existing Announcements-Only
Extension.
5. Edit the Info for the extension:
a.Extension Number
b.Extension Name
c.Company Name
d.Contact Phone
e.Email
f. Regional Settings
g.Resend Welcome Email
h.Delete Extension
6. Click Save.
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Phones & Devices ° Moz ‘.

o w8

Ri ntral
Phone System Users Reports Call Leg Billing
E sty b Call Queuss Paging Only Shared Lines
U pione Numbers Soamh
Status Type Name
Q Auto-Receptionist
o ° o
18 Group(s) e
8 Others) ®

Company Hame:

Cantact Frove:

Fsgonal Seitings

Fiesad Weicome Emad

[ —

Park Locations

LU LE TR @ Dave | 020 B554 0023 Ext 101 Get Help | Loa Out

Call Monitoring

Numbers Ext
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S B

Q

IVR Menus Others

+ Mew Message-Only Extension | ~

Messages

0/0
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Add a Direct Number

Add a direct number to an existing announcement-only
extension.

1.

2.
3.

o

From the Admin Portal, select the Phone System

tab.

Click Groups.

Click the Others tab.

Select an existing Announcement-Only

Extension.

Click Direct Numbers.

Click Add Direct Number.

Follow these instructions for your selection:

a. Local (Domestic): Select this button to add a
local number, Provide the State/Province and
Area Code and Select Number.

b.Toll-Free Number: Select this button to add a
Toll-Free number. Select a Toll-Free prefix and
a number from the drop-down menu.

c.Vanity Number: Select this button to add a
Vanity number. Choose a number that helps
customers remember your business phone
number. Enter the numbers or letters you wish
to use and click Search to see if it is available.

d.International Number: Select this button to
add an International number. Then, select the
button next to Geographic Number or Toll-
Free Number. Call the phone number listed to
order an international number.

Click Next. and follow the prompts to purchase

your new number.
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Set an Announcement

Customise a greeting for an announcement-only
extension.

1. From the Admin Portal, select the Phone System
tab.
Select Groups.
Click the Others tab.
Select an Announcements-Only Extension.
Click Announcement.
Click Greeting
A pop-up will appear displaying the current
announcement.
7. Choose your preferred type of announcement.
a. Default: Select the button next to Default.
b.Custom: Select the button next to Custom and
select how you'd like to set your custom
recording:
e Record Over the Phone
Next to Call me at, choose a phone number
from the drop-down 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.
e Record Using 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 announcement through your computer
microphone. Stop the recording and listen to
the playback.
e Import
Browse for a WAV or MP3 file you want to
use. Click Attach.
8. Click Save.
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Limited Extensions

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 and then
later set up and activate those extensions by assigning
them. Bulk purchases of up to 1,000 extensions are also
supported.

Add a Limited Extension

1. Fromthe Admin Portal, select the Phone System
tab.

2. Click Groups.

3. Click the Others tab.

4. Click New Limited Extension.

5. Select the button next to Limited Extension.

6. Click Next.

*This feature is available on an on-demand basis. Contact
RingCentral Support to discuss the requirements for enabling
this feature for your account.

continued on the next page...

RingCentral

@

Ril ntral LTRSS @ Dave | 020 8554 0023 Ext 101 Get Help | Log Out
Phone System Users Reports Call Log Billing Tools » o &% B
E B Call Queues Paging Only Shared Lines Park Locations Call Monitoring VR Menus Others

Add Group bt
‘? Pf e + New Limited Extension | -
O Call Queve
A group of usersiextensions, as in a cal queve, which receive and queue calls to be
answered by the next availabie member of the group. t Messages
D sutoreceptionist
o e
O Paging Only -
A group of deskphones or overhead speakers used to broadcast pages
= 18 Groupis) o
8 Ctherls) that share ane or oro
red &f any of the devices:
BheuesE i EnES ) Park Location 0io
A group specilying users who can park calls for each other on a dedicated extension
(O Call Menitoring
A group that defines a set of permissions allowing Users fa monior the calls of ather oo
users
Add Special Extension
(O Message-Only Extension
Extension to receive messages ony
(O Announcement-Onl
Extension to play annour
(8 Limited Extension
This iss where you can set up extensions fo make and receive voice calls fo be used for
conference roams, break rooms, lobby#eception areas
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Select a device for use as limited extension.

RingCentral

Click Next.

Assign a number from Assign to Selected menu.
0. Click Next.

11. Select your shipping options.

12. Click Next.

13. Click Next to confirm the order.

= 0o

An order summary is displayed.

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.

Buy Unassigned Limited Extension x

o oyPhnes  2bmbes ) ShpkgAddes 4 Contaton

Order 1 Device (max 947)

Select a Device

Recenlly Bought  Desbiop Phones Q10 fem Price

= Polycom VWK 311 Gigabit Ethemet Ph S169.00

Poiycom WK1 DigeatLine Bask (x1) $14 Sama
Gigait Etmemet
™

Polycom VVX-311 Gigabat Ethemet Furchase
Phane

Cisco SPA 508G

B

A mign.res

s18399

Eches fares, foes e s

-2

Buy Unassigned Limited Extension x

Phon 2 Numbors

Polycom VVX-311 Gigabil Ethemst Phone Sefect Existg

7| 4 Existing Numbars Lok

3 Shipping Address 4 Confemation

Mokt Type

Buy Unassigned Liiled Extension =

4 Confimation

(11

3 Shipping Address

Shipping Aidress Ship Attention Ta Shipping Option

20 davis dr bokmont, Calfornia, 90002 Un. | Edi | New | | Dave Richares Groung

Davico.
All devices are assigned with shippeng details. Please proceed lo the next slep.

Total 0 <@

.

Shipping Groups

v ShipAnemtionTa  Shipping Option Cost

Ground 51200

Shipping Cost Toral:  $12.00

Buy Unassigned Limded Extension

Adjustments.
BRB001 - OG0T

Prorate Adusiment - Addtional RingCondral Services @

Taxes, Charges and Fees

& Confimation

Charges
S Epand
Charpes

S0 Expand

Charges: $195.99

Credit
(5822)  Expand

Adjusumants: (8832)

siron
stoo
$350
EEY
Taxes and Foss: $22.11

Totsl Char
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Assign a Limited Extension
To assign a limited extension and enter extension info:

1. From the Admin Portal, select the Phone System

tab.

Click Groups.

3. Click the Others tab.

4. Click a Limited Extension with Unassigned
status. If needed, you can filter extensions by
Extension Type.

5. Set the extension information:
a.Extension Number
b.Extension Name
c. Emergency Address
d.Extension Email
e.International Calling Allowed

6. Click Save & Enable.

A

The status for the extension becomes Assigned.

Rii niral
Phone System Users Reports Call Log Billing Tools v
E Company Info Call Queues Paging Only Shared Lines Park Locations
3 Phone Numbers Search O | ExtensionType v

Status Type

(4 2

0 Group(s) e
2 Other(s)

Assigned Status Name
D Auto-Receptionist

Limited Extension Unassigned

Limited Extension Unassigned

Phones & Devices

RingCentral

& @ Dave | 020 8654 0023 Ext 101

Get Help | Log Out

°
H & B
Call Monitoring Others.
+ New Message-Only Extension | ~
~  Numbers Ext. Messages
(480) 557-2228 o/o0
(480) 557-2229 o/o

B".'chmra' m @ Dave| 020 8554 0023 Ext 101 Get Help | Log Out
Phone System Users Reports Call Log Billing 9 S & B
< Back Unassigned Limited Extension
Phone Number: (480) 557-2228
Cisco SPA-122 ATA Serlal Number: N/A
Extension Info
Extension Number Extension Email
102
Extension Name International Calling
International Caling allowed
Emergency Address @
Emergency Address
United States
Edit Address
Delete Cancel Save & Enable
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Edit Limited Extension Info

Edit your Limited extension number.
Rl niral LT @) Dave | 020 8554 0023 Ext. 101 Get Help | Log Out

1. Fromthe Admin Portal, select the Phone System
tab. Phone System Users Reports Call Log Billing Tools + e & B

2. Click Groups.

3, ClICk the others ta b E Company Info Call Queues Paging Only Shared Lines Park Locations Call Monitoring VR Menus thers

4. Select an existing Limited Extension. -

5. Edit the Info for the extension: & Prone Numbers Sear + New Limited Extension | ~

f. EXtenSion Number Status Type Name «  Numbers Ext Messages

g.Extension Name 2 "““"““”“’“‘0
-] Limited Extension Announcements Only Q 14 0i0

h.Record Company Name _—
i. Company Name SR info

[ ] Break Room

j. Company Phone @A Exti110016 Extension Number 110016

Phones & Devices

k.Ema il Extension Name Break Room
. International Calling Allowed 7 Phone & Numpers T o
m.Regional Settings ol Lt
6. Click Save. @ Announcement conee @
Email example@example.com
v International Calling allowed
m Outbound Caller ID Regional Settings >
Resend Welcome Email >
Status:  Not Actvated @

Delete Extension

Cancel
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Phones and Devices :
This section provides you a view of all phones that are Rf"ﬁntmr Sl | @ a0t E 101 GatHel | Log ot
associated with your RingCentral Office account. You PhoneSystem | Users  Repors  Calllog  Biling  Tools v L & B

can also add phones and devices from this section.

E Company Info User Phones  Common Area Phones  Paging Devices Shared Lines Unassigned . + Add Device

View and Edit Devices

& Phone Numbers Search User Phones Q| | saus v || Device v
To view and edit devices on your account:
7 Status Device ~  Assigned Phone Number Serlal No.
1. Fromthe Admin Portal, select the Phone System s
ta b ) Cisco SPA-303 Desk Phone New Usert (650) 491-0152 NA
2 ClICk Phones & Devices 3, scroul) o Cisco SPA-303 Desk Phane Jane Smith (650) 206-0147 CCQ16422G0G
. . 3 Other(s)
3. CIICk on the ta bS at the tOp pane| to see: ) RingCentral for Desktop John Smith (205) 419-0285 LMRC6163
a. User Phones d@ Phones & Devices © RingCentral for Desktop Donald Harrison (205) 419-0268 NiA
b. Common Area (HOt DeSk) Phones o Yealink SIP-T21P Basic IP Phone George M Lennon (205) 406-0306 00156588673A

c. PagingDevices
d. Shared Lines ot Show | 25 v| <>
e. Unassigned

4. Click on adevice to view and edit details.

Search Devices

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.

Add 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.
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Add a User Phone
To add a user phone:

1. Fromthe Admin Portal, select the Phone System

tab.

Click Phones & Devices.

Click Add Device.

4. Select the button next to User Phone and click
Next.

5. Select a user to assign the phone to. Select
Domestic or International as the location for
your new user. If you'd like to add an
International phone number, select a country
from the drop-down menu.*

6. Select aphonetorent or buy.

7. Choose to add a new phone number for this
phone or assign it to an existing RingCentral
number. If you choose to add a new phone
number, choose a number from the drop-down
menu.

wn

Instructions continue on the next page.

*You can only add devices for one country at time. Repeat the
process for different countries as needed.

R.ih¢ntra!'

Phone 'System Users Reports Call Log Billing Tools =

B companyinio UserPhones  Common Area Phones  Paging Devices Shared Lines

‘? P [P Search User Phones L Status. - Device
Status Device ~  Assigned

Q Auto-Receptionist
-] Cisco SPA-303 Desk Phone New Usert

&i 5 Group(s) (] Cisco SPA-303 Desk Phone Jane Smith

3 Other(s)
o RingCentral for Desklop John Smith
Q [E] Phones & Davices o RingCentral for Deskiop Donald Harrison

(] Yealink SIP-T21P Basic IP Phone George Mc Lennon
Total: §

Select Device Type

What device would you like to add?

> phone assigned (0 a use . Y -
hone - ve
An IP phone in your account that 1s not yet activated or Seonct p—

O unassign

assigned to a user

e}

5 Select User and Location 7 Add Phone Number

Assign to. Ext 104 - Jen Williams >

Phone Number 8 Yes

Location

@® Domestic International

*You can only add phones in one country in one transaction. To add
phones in different countries, please start new fransaction after you

complete this one.

RingCentral

PEDTET S I @) Dave | 020 8554 0023 Ext. 101 GetHelp | Log Out

L & B

0 - Add Device

Unassigned

Phone Number Serlal No.
(650) 491-0152 NA

(650) 206-0147 CCQ16422G0G
(205) 419-0285 LMRC6163
(205) 419-0268 NA

(205) 406-0306 001565896734

Show: 25 v 1

=
. "
m 2
-

Do you need a new phone number for this phone:

No, | wantto assign an existing RingCentral number (I

aD CED
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8. Name your new phone.

9. Register your emergency address.

10. Choose to add more phones or proceed to checkout.

11. Select your shipping preferences and click Next.

12. Confirm your order by checking the acknowledgment
box and 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.

RingCentral

BT e New Prone
Charges

Selectad phone:

Assign fo:

Phone Nickname: (I

Enabled Soy

Shipping Address

City

StatarProvince

Zip Code

Country

Important: You must update this add

Add more phones?

=

Cisco SPA-303 Desk Phone
Desk Phone

Ext. 101

Dave Richards

Would you like to add more phones now?

Yes, add more phones
No, proceed to checkout

Dave Richards

New Address

123 Main Sireet

San Mateo

Califomia

94404

United States

v

Back

Please s

® GROUND:$18

2 DAY: 53495

1210712014 - 1206/2015

Agdaisnal RingCenteal Serviees (1

One Time Charges

Dave Richards Cisco SPA-303 Desk Phone Addeisnal RingCenteal Services

CEmempTeeR Adjustment
9 Emergency Address justments
120712014 - 001672015

Emergency Calling - Registered Address

Taxes, Charges and Fees

@ State and local taxes and fees

Charges:

Adjustment - Addiional RingCentral Services

Adjustments:

1 shipping option

a5

OVERNIGHT; §52.95

Piease allow 5-7 bus

Cost Recovery Fes

Taxes and Fees:

Charges
3418.88  Expand
Charges

$137.85  Expand

$557.83

Credit

$146.55)  Expand

[$143.55)
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Add a Hot Desk Phone

A hot desk phone provides hot desking, and enables any
employee to login to a shared phone that adopts the
user’s phone settings. There are two types: hot desk
phones and limited extensions that are enabled for hot
desking.

For more information on managing hot desk phones,
see “Managing Hot Desking” on page 140. For more
information on managing limited extensions and on
enabling a limited extension for hot desking, see
“Limited Extensions” on page 126.

1. Fromthe Admin Portal, select the Phone System
tab.

2. Click Phones & Devices.

3. Clickthe Common Area Phones tab.

4. Click Add Hot Desk Phone.

5. Click on the phone that you want to purchase,
and then click Add to Cart.

6. Specify the number of phones that you want to
order under QTY, and then click Next.

7. Register your Emergency Address.

8. Select your shipping preferences and click Next.

9. Confirmyour order by checking the

acknowledgment box and click Next.

Rii ntral
Phone System Users
B companyinio

\# Phone Numbers
D Auto-Receptionist

Iﬁ 4 Group(s)
8 Other(s)

Reports Call Log Billing Tools =
User Phones Common Area Phones Paging Devices
Search Common Area Phones O | | Status v

Status Type Device
[] Hot Desk Polycom VX411
[] Limited Ext + Hot Desk  Polycom VVX500

RingCentral

U @ Dave | 020 8564 0023 B 101 GetHelp | Log Out

Shared Lines Unassigned

Al
Hot Desk
Limited Ext + Hot Desk

Existing P...  (240) 200-1009

Existing P...  (209) 200-0680

B4167F010BAS

0004F28133F3

glmamm

1 Buy Phones. 2 Emergency Address

0 Select a Device

Recently Bought Desktop Phones

Palycom WWX-311
Gigabit Ethernet

Phane

Price: $162.00

Polycom WWX-411 Color Gigabit
Ethernet Phone

A color display IP phone with speakerphone,
presence, Gigabit ethernet, and more. Includes
power adapter.

+ 12 line keys with sbility to display the presence
status for up to 10 users an the phane display

+ Add-on expansion module svsilsble, ensbling
presence view for up to 56 users (Not Included)

+ Inteligent context based softieys

+ Baokit 3.5 color Color display with 320 x 240
resalution

+ Polycom HD (high-definition) voice teshnalogy

+ Dedicated RJ-B hesdset port

+ Integrated Power over Ethemet (PaE) suppart

(Cless 2)

PFolycom WWX-411
Coler Gigabit
Ethernet Phone with
1 Expansion Madule
Frice: 541800

Buy Hot Desk Phene

3 Shipping Address

Palycom WX-411
Colar Gigabit
Ethernet Phane
Prce: 5228.00

Purchase
$229.00

Polyeom WWX-501
Color Touchscreen
Brioz: 5202.00

4 Cost Center Codes § Confimation

Qrder: 1 Device (max 50)

aTo Item Price

Polycom WVX-411 Color... $228.00 @

Subtotal:  $229.00

“Excludes faves, fees andior shipping

Cance

L & B

‘o-FAddelDeskths

Serial No.
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Add a Paging Device

A paging device is a wall-mounted speaker or amplifier
that enables overhead paging.

10. From the Admin Portal, select the Phone System
tab.

11. Click Phones & Devices.

12. Click the Paging Devices tab.

13. Click Add Device.

14. Enter a name for the paging device.

15. Click Next.

16. View the provisioning information for the device.

17. Click Done to add the paging device to your
system.

RingCentral

LRSI € Dave | 020 8554 0023 Ext 101 GetHelp | Log Out

Ri ntral
Shone System Users Reports Call Log Billing Tools v
E Company Info User Phones  Common Area Phones Paging Devices Shared Lines Unassigned
‘1: Phcem Hisatiar Search Paging Devices Status v
O Auto-Receptionist
Status Name - Assigned Groups
e Warehouse Paging Device

m 5 Group(s)
3 Other(s)

S—

4 Select Device Type

Total: 1

What device would you like to add?

O User Phone
An activated IP phone assigned to a user.

O Unassigned Phone
An IP phone in your account that is not yet activated or
assigned to a user.

(® Paging Device
A waill-mounted speaker or amplifier that enables
overhead paging

O Common Phone
A shared phone in which users can log-in with their
credentials to start using it

Add Paging Device

Only the following paging devices are supported by RingCentral:

s CyberData SIP-enabled IP V2 Paging Speaker
« CyberData SIP-enabled IP V2 Paging Amplifier

Device Nickname: Paging Device

Add Paging Device

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 aroup.

Step 1: Open a web browser session to 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 Click "Save”. The device may
reboot

SIP Server sip.ringcentral.com
Remote SIP port 5060

Local SIP port 5060

Qutbound Proxy sip20.ringcentral.com
Qutbound Proxy Port 5000

SIP User ID 16503979449%558
Authenticate ID 559960440

Authenticate Password

45682 3wEihdd

L & B

0 + Add Device
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View Shared Lines

View a list of devices assigned to a particular shared
line group.

1. Fromthe Admin Portal, select the Phone System
tab.

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.

% Phones & Devices

Rii

®

RingCentral

FETTTCET I @ Dave | 020 8554 0023 Bxt 101 Get Help | Log Out

L & B

niral’

Phone System Users Reports Call Log Billing Tools =

B company i User Phones  Common Area Phones  Paging Devices Shared Lines Unassigned + Add Device

Qt Phone Numbers o Search Shared Lines Q
Osmam: Line
Q Auto-Receptionist

El 5 Group(s)
3 Other(s)

~ Phones Assigned Lines Extenslon

No resulls

Total: 0 Show: | 25 v <1
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Add an Unassigned Phone

An unassigned phone is an IP phone in your account tha

Rii ntral’
is not yet activated or assigned to a user.
Phone System Users

1. Fromthe Admin Portal, select the Phone System '

tab.
2. Click Phones & Devices. B
3. Click Unassigned. -
4. Click Add Device. 5 Phene ke
5. Select the button next to Unassigned Phone and

click Next. R e
6. Select Domestic or International* as the location

for your new phone. If you'd like to add an e

International phone, select a country from the
drop-down menu.
7. Select a phone to rent or buy.

Instructions continue on the next page.

*You can only add devices for one country at time. Repeat the
process for different countries as needed

d@ Phones & Devices

o Select a device

Recently bought

Jda

RingCentral

LRSS € Dave | 020 8554 0023 Ext. 101 Gel Help | Log Out

Reports Call Log Billing Tools v H & B
User Phones ~ Common Area Phones  Paging Devices Shared Lines Unassigned o + Add Device
Search Unassigned Device v Area Code v
Status Device Phone Number Serlal No.
o © Cisco SPA-303 Desk Phone (650) 763-0149 NA
Buy unassigned phone x
1 Location 2 Buy phones 3 Delivery address 4 Confimation
0 Select a location
@® Domestic © Intemational
<@ >
Cancel
Buy unassigned phone x
+ Location 2 Buy phones 3 Delivery address 4 Confirmation

Order: 1 Device (max. 50)

Drieiics: shwnen: Qb ltem Price

1 Polycom WVX 101 Basic IP Phone £79.00 5]

Polycom WX 101
Basic IP Phone
Price. £79.00

Subtotal: £79.00

*Encludes taxes, fees andior deivery

Back


http://success.ringcentral.com/articles/RC_Knowledge_Article/6960?priority=10&retURL=/apex/RCSupportPortalSearchNew&type=FAQ&id=kA280000000GwMVCA0&Title=Reports+OverviewopFeatures_10
http://netstorage.ringcentral.com/guides/mobile_app_guide.pdf
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8. Choose to add more phones or proceed to

checkout.
9. Select your shipping preferences and click Next. Pl T (TS
10 Conﬁrm your Order by Checking the Would you like to add more phones now?

acknowledgment box and click Next.

Shipping
Ship attention to Dave Richards Please select your shipping option:
Select Address New Address ~ ® GROUND: $18.95

2DAY: $34.95

Shipping Address: | 123 Main Street
OVERNIGHT: $52.95

Please allow 5-7 business days for Ground delivery

City San Mateo

State/Province California N
Zip Code: 94404

Country: United States v

Charges

One Time Charges Charges

Addional RingCentral Services (i Expand

Charges: $257.95

Taxes, Charges and Fees

52212

B State and local taxes and fees

Taxes and Fees: $22.12

Total Charges: 5257 .95

Total Adustments: $0.00

Total Taxes & Fees: 522,12
Sub-total: $280.07

Total deducted from account credit balance: $280.07

Total charged to credit card: $0.00

§280.07 was deducted from

Cred# {your remaining Ac o is $780.45).

v | acknowledge that | have read this information and undersiand the lemized charges listed, |
authorize $260.07 10 be deducted from my Account Credit

a CE
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Managing Hot Desking

Hot desking* enables any employee to log in 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 loginto 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 601, 501, 500, 411, 311,
310,and 410.

RingCentral

Using Hot Desking for Limited Extension
Calls are routed to a Hot Desking for Limited Extension phone as follows:

e Calls to the 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 Limited Extension device based on
active answering rule of the guest user.

e Calls to 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.

After logging out through the logout soft key on the physical phone device,
the phone resumes operation as a limited extension device.

Managing Hot Desking Devices

You can configure and manage hot desking devices from the Phone and
Devices tab of your online account. See these sections:

e Add a Hot Desk Phone.

e Enabling a Limited Extension Phone for Hot Desking

e Convert an Unassigned Phone to a Hot Desk Phone.

e Unassign a Hot Desk Phone

e Log out a Hot Desk Phone

e Set the Hot Desking Session Timeout

*This option is available for Office Premium and Ultimate only.
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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:

1. Fromthe Admin Portal, select the Phone System

tab.

Click Phones & Devices.

Click the Common Area Phones tab.

4. Select a Limited Extension to view the device
details.

5. Click the Use as Hot Desk Phone box.

6. Click Save.

Note: On the Phone & Devices page, the device type is
now identified as Limited Ext + Hot Desk.

w N

A login softkey is provisioned on the device. Once a
guest user is logged in, the device details page displays
the guest user name.

RingCentral

Phone System

< Back

A

Users

RingCentral

CELTNAT R @ Dave | 020 8554 0023 Ex. 101

Reports v Call Log Billing Tools «

Polycom WWVX311

Device: Polycom VVX311 Name (O
Serial Number: 040011111111111111 @

Assigned Type: Limited Extension Phone

Polycom VVX-311 Gigabit Ethernet Phone
# Use as Hot Desk Phone

Status

Order in Progress

Check Progress

Assigned To

User

Recreation - Ext. 110017

Phone Number Default Area Code (3

(510)629-4224  View 510

Edit Number

Bandwidth Settings (O
Data Usage
High v

[# Use HD Voice if possible

Emergency Address (O

Emergency Address
20 DAVIS DR, BELMONT, CA, 94002, United States

Edit Address

Cancel

o
oCo

Get Help | Log Out

& B

Save
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Convert an Unassigned Phone to a Hot Desk Phone
Converting an unassigned phone to a hot desk phone Ri ntral @ Disvs | 020 8554 1023 B4 101 GetHelp | Log Out

makes that phone only available for use in hot desking.

NO minutes are included for any type Of Ca”s. Phone System Users Reports Call Log Billing Tools » H &K B
To convert an unassigned phone to a hot desk phone: . GeorPonss GammonPhoncs PagingDoioes Shardlines  Unastoped o
1. Fromthe Admin Portal, select the Phone System
tab \# Phone Numbers Search Unassigned Q Device ~ Area Code v
2. Click Phones & Devices.
3. Click the Unassigned tab.Select an unassigned P et Phone Number  Serlal No.
phone. ) T o 0 e Cisco SPA-303 Desk Phone (650) 763-0149 A
4. Under Phone Details, select Convert to Common () S
Phone 2 © Cisco SPA-303 Desk Phone (650) 515-0171 NA
5. Follow the instructions to complete the Q{g e e = Gisco SPA-303 Desk Phone (650) 7630171 NA
conversion. 8 © Cisco SPA-303 Desk Phone (650) 491-0148 A
o -] Cisco SPA-303 Desk Phone (650) 491-0149 NA
2 © Cisco SPA-303 Desk Phone (650) 763-0153 NA
Total: 6 Show: 25 v i B
Device: Palycom VVX311 Name
Serial Number: N/A
‘ e Phoia Cisco SPA-303 Desk Phone
Status
Order in Progress
Check Progress

This device has not beerQ yet

Setup & Assgn  Or | 3 Convert to Common Phane
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Unassign 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:

1. Fromthe Admin Portal, select the Phone System
tab.

Click Phones & Devices.

Click the Common Area Phones tab.

Select a hot desk phone.

Under Phone Details, select Unassign Phone.

AL

The phone is returned to Unassigned phones.

Log 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:

1. Fromthe Admin Portal, select the Phone System
tab.

Click Phones & Devices.

Click the Common Area Phones tab.

Select one or more hot desk phones.

Click Logout.

AL

The currently logged in users are logged out from the
selected phones.

Ri ntral
Phone System Users Reports CallLog Billing Tools =
E Company Info User Phones Common Phones Paging Devices Shared Lines
\*& P Numbers Search Common Phones 5 Status ~ Device
9 Auto-Receptionist
(@) Avallabliity Device Name

Polycom VVX410

‘5 0 Group(s) o C °
0 Other(s)
@ Phones & Devices
Total: 1

RingCentral

@ Dave | 020 8554 0023 B4 101 GetHelp | Log Out

don s ER
+ Add Device

Unassigned

~  Phone Number Serlal No.

Common Phone Polycom VVX... (650) 446-5654 NA

Show: 23 v <@ >
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Set the Hot Desking Session Timeout

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.

To set session time out for all hot desk phones on the

system:
1. From the Admin Portal, select the Tools tab.
2. Select Hot Desk Session Timeout.
3. Set the session timeout from the menu.
4. Click Save.

RingCentral

RingCentral’

Phone System Users

E Company Info

\# Phone Numbers

o)

Reports

Call Log

| Company Shortcuts

0

Billing Tools =

Meetings

Appearance

Session Timeout

Hot Desk Session Timeout

IVR

Single Sign-on
Active Directory
HIPAA Conduit Sefting

Hot Desk Session Timeout

0 HotDesk user logout after: | 12 hours

O
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Assisted Provisioning

You can provision supported third-party devices with
your service. To learn more about phone provisioning,
click here.From the Admin Portal, select the Phone
System tab.
5. Click Phones & Devices.
6. Select the device that needs to be provisioned.
7. Click Setup and Provision.
8. Select your phone model. If you have selected:
a. Cisco/Linksys IP Devices: select the phone
model from the menu and click Next. Proceed
with the steps described in the wizard.
b.Polycom IP Phones: select the phone model
from the menu and click Next. Proceed with
the steps described in the wizard.
c.Yealink IP Phone: select the phone model from
the menu and click Next. Proceed with the
steps described in the wizard.
d.Other Phone: click Next. 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.

RingCentral

Assisted provisioning - Step 1

In addition to the devices RingCendtral salls pre-proviskoned, RingCentral supports asststed provisioning for additional
models. If your moded is not evailable via assisted provisioning, RingCentral may have documented how 1o manually
configure iL Please see the offica devices page for mare inhormation.

Select your phone modal to begin:

(O) Cisco / Linksys IP Devica Salect Phone Model

() Patyeam IP Phione Salect Phona Model

(& Yealink IP Phone Yaalink SIP-T21P Basic IP Phone v |
() Other Phane
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User Management

This section describes user settings actions that only
admins can perform.

View Users with Extensions

View your users and their extension information as well
as any unassigned extensions on your account:

1. From the Admin Portal, select the Users tab.

2. Click Users with Extensions to view the users on
your account.

3. Selectauser.

4. View or edit the settings for the selected user.
See the RingCentral Office User Guide for more
information about user settings.

View Unassigned Extensions

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

1. From the Admin Portal, select the Users tab.

2. Click Unassigned Extensions to view the
unassigned extensions on your account.

3. Select an extension.

a. Enter information about the user that the
extension will be assigned to. Click Save and
Enable to add the user to your phone system.

b.Click Delete to delete the extension.

The user interface shown is for accounts with two or more
users. Accounts with one user will see a different interface.

RingCentral o

RingCentral

LR EIR A @ Dave | 0208554 0023 Ext 101 Get Help | Log Out

Phone System Users Reports Call Log Billing Tools v o 5 B
| @ Unbriior Users Ellh i Unassigned
2 Roks Search Users Q|| staws v | | Roles v + AddUser 4 Download User List
Department  ~
@) User groups
@ Delte  ~ Enable X Disable & ResendIwite [ Apply Templates
SR [  Status Name v  Number Ext Roles Department Msg.
0 o @ Bob Miller (205) 538-0122 104 Manager Quality Assurance 010
o e Debbie Smith 105 User Admin 0r0
® John Smith . (205) 538-0301 150 Super Admin
o ® Sam Smith  (650) 682-1372 103 Standard (Int.  Customer Service
SR} SandraBro..  (205) 538-3967 102 Standard (Int 0r0
Total 5 Show: | 25 v| <1 >

RingCentral’ o

Phone System
| @ Userlist

& Roles

S Templates o

Users With Extensions Unassigned Extensions

Search Users Q

Name ~  Serial
Ext. with Cisco SPA-303 Desk Phone

Ext. with Cisco SPA-303 Desk Phone

Ext. with Cisco SPA-303 Desk Phone

Ext. with Cisco SPA-303 Desk Phane

Ext. with Existing device

Ext. with Existing Phone

Ext with no device assigned

Ext. with RingGentral for Deskiop

Ext. with RingGentral for Deskiop

Ext with RingCentral for Desktop

Total users: 10

Admin Portal v

Users Reports Call Log eBrllmg Tools v

@ Dave | 020 8554 0023 Ext 101

o
Qe

GetHelp | Log Out

& B

+ Add User

Number

(650) 257-8526
(650) 257-8542
(650) 472-4072
(650) 472-4082
(720) 388-7581

(206) 257-7061

(205) 5882144
(205) 623-6902

(205) 54581283

Extensions per page: = 25


http://netstorage.ringcentral.com/guides/office_user_guide.pdf
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Add Users with Phone Devices
To add users with phone devices:

1. From the Admin Portal, select the Users tab.

2. Click the Add User (+) icon.

3. A pop-up window will appear with steps for
adding your extension.

4. Select Domestic or International as the location

for your new user. If you'd like to add an

International phone number, select a country

from the drop-down menu.

Click Next.

Select Add Users with Phones.

Choose the number of users you'd like to add, the

phone numbers you’d like to add for them, and

the phones you'd like to add.

8. Follow the prompts for your shipping address
and billing information then review and submit
your order.

Now

RingCentral

angcentra’ o LOLTREL GO S @ Dave | 020 8554 0023 Ext. 101 GetHelp | Log Out

Phone System

| @ usertist
& Roles
@ User groups

@ Templates

Users Reports Call Log Billing Tools v din RS

Users With Extensions Unassigned Extensions

Search Users Q Status ~ Roles v 0 -+ Add User 4 Download User List
Department ~

@ Delete v Enable ¥ Disable 2 Resend Invite &= Apply Templates

Status Name ~  Number Ext. Roles Messages

[] Donald Harrison (205) 419-0268 104 Standard (Internation... 3/3

) Gi Add Users x

© Jane § 1 Location 2 Add Users 3 Shipping Address 4 Confimmation

(] John § Select a Location

® Domestic ) Intemational
© M 7 V Q

Total users: 12 Cancel “

Add Users x

2 Add Users 3 Shippng Address 4 Cost Conter Codes 5 Confirmation

0 Add Users With Phonos  Add Users. Without Phones

Account Status:

Paid users already setup: 2
Paid users not yet setup: 18

Users available for purchase & setup: 79

You can add multiple users at a ime if they will all use the same area code

Number of Users State Area Code Device
0 1 Select v | Select v Select aDevice
Number of Users  Area Code v Device Phone Charges

530 - Quincy (Edt)  Pelycom VWX-310 Gigabit Er. . (Edt)  $338 00 (2 X $169.00) - one-time
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Add Users without Phones

To add users without a phone assigned:

1.
2.
3.

Now

From the Admin Portal, select the Users tab.
Click the Add User (+) icon.

A pop-up window will appear with steps for
adding your extension.

Select Domestic or International as the location
for your new user. If you'd like to add an
International phone number, select a country
from the drop-down menu.

Click Next.

Select Add Users without Phones.

Choose the number of users you'd like to add and
the phone numbers you’'d like to add for them.
Follow the prompts for your shipping address
and billing information then review and submit

your order.

Note: Users without phones can receive caller ID only
on incoming calls, while users with phones can also
receive called ID on outbound calls.

Phone System

| @ userlist
& Roles
@ User groups

@ Templates

RingCentral

RingCentral o CCUTELT A @ Dave | 020 8554 0023 B4 101 GetHelp | Log Out
Users Reports Call Log Billing Tools v O R

Users With E: i Unassigned E
Search Users Q Status v Roles v 9 -+ Add User | L Download User List
Department ~

W Delete « Enable X Disable 7% Resend Invite [ Apply Templates

Status Name ~  Number Ext. Roles Messages

[] Donald Harrison (205) 419-0268 104 Standard (Internation... 3/3

™) G Add Users *

) Jane S 1 Location 2 Add Users 3 Shipping Address 4 Confimation

] John Si Select a Location

@ Domestic ) Intemational
o N . ‘ ?

Total users: 12

Cancel Next
Add Users x
Users 3 Shipping Address 4 Cost Center Codes 5 Confirmation
Add Users With Phones Add Users Without Phones.
Account Status:
Your Plan: 20 - 99 Users - Need more? Cail Sales 1-500-620-3676 and 1-025-301-8200
Paid users already setup: 2
Paid users not yet setup: 13
Users available for purchase & sewp: 79
‘You can add multiple users at a time if they will all use the same area code
Number of Users State Area Code Device
o 1 Select v | Select | | Selecta Device.. >
Number of Users Area Code - Device Phone Charges

2 530 - Quincy (Edt)  Polycom VWX-310 Gigabt EL... (Edit) $338.00 (2 X $169.00) - one-time
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Manage Users and Extensions

In the Users List, you can manage users and extensions.

Export 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. From the Admin Portal, select the Users tab.
2. Todownload alist of users and extensions for
audit, click Download User List.

3. View thefile in Microsoft Excel.

RingCentral o

RingCentral

Admin Portal «

@ Dave | 020 8554 0023 Bt 101

Phone System Users Reports Call Log Billing Tools v
@ User list Users With E: i U igned E
& Roles Search Users Q Status v Roles v —+ Add User
Department v
@ Templates
Status Name ~  Number Ext. Roles Messages
(] Donald Harrison (205) 419-0268 104 Standard (Internation... 3/3
-] George Mc Lennon (205) 406-0306 103 Standard (Internation... 0/0
(] Jane Smith (650) 206-0147 102 Standard Internafion... 1/1
(] John Smith (Super Admin) (205) 419-0285 101 Super Admin o/o
] New User1 (650) 491-0152 401 Standard (Internation... 0/0

62816311006-20171010x1s [Comp

Page Layout Formulas

Data

3

Review

View

ity Mode] - Excel =

Nitro Pro 10 ACROBAT

Q Tell me

= - - ~| [F2 Conditional Formatting ~ = &= Insert ~ - 4r-

& & [aral iz -lA A s & 97 & 3 -

By ~ $ - % » [E#FormatasTable- 5% Delete ~ - O~

Paste = = = - e

: HaSr U ws Ly 0 @ 52 Cell Styles - [fiFormat- & -
Clipboard Font (M Alignment la Number Styles Cells Editing ~
B4 52 _ﬂr 62934108006 A
Al B l c | D E | F | G | H | ! -
3| Mailbox ID | First Name Last Name Roles ‘ Email Mobile Phone | Department Extension D
4 | 62934108006 | Miller Manager i 3 Quality Assurance 104
s | (52034108006 'Bob. Miller Manager Quality Assurance 104
6 | (62934108006 Bob Miller Manager Quality Assurance 104
7 | [62979221006 Debhie smith User Admin 105
8 | (62816311006 John Smith Super Admin 150
9 | (62816311006 John |smith Super Admin 150
10 | (62816311006 John smith Super Admin 150
11| (62816311006 John Smith Super Admin Y 150
12| (62014834006 Sam Smith Standard (Internat i i Customer Service [103
13 | [62912830006 Sandra Brown Standard (Internatidave richards@sx# 102 p

Sheet1 ® P[] »

Select destination and press ENTER or choose Paste [iE] M =+ 7%

GetHelp | Log Qut

& B

1 Download User List
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Bulk Edit User Information

You can efficiently make changes for multiple usersin a
single action. You export a template and add your user
information into the template for import to
RingCentral.

This feature is available for accounts with two or more
users, and is not available to accounts that are using
Active Directory.

To edit user information in bulk:

1. From the Admin Portal, select the Users tab.
2. Click Edit User Information.

3. Click Download or enter an email address and
click Send.

Fill out the template with the user information.
Click Browse and upload the user file.

vk

6.  Confirm that you will overwrite all the user data.

RingCentral’ ?
Phone System Users Reports Call Log Billing Tools «

| @ User list Users With Extensions
& Roles Search Users
Department ~
i) Templates

Status Name

(] Donald Harriso:

Home
< X, |Adal -110
ULDv B IU- AA
Paste GRS = B s

= e =9 W

F26 | i b3

General

=
E-$-%>»

Ciipboard 12 Font F Aignment L Numb®

RingCentral

LELTLCUE R & @ Dave | 020 8554 0023 Bxt. 101 Get Help | Log Qut

% B

Unassigned Extensions

Q Status A Roles v —+ Add User 2+ Download e

| ra EdllUserInformalmn

Edit User Information x

You have 4 Users to edit. pages

If you already have a filled out template please proceed to Step 3.

Step 1: Get Template

Download | or | Enter email address Send
Step 2: Fill Out Template
Step 3: Upload File

1 Browse

Cancel

o your account

Edit User Information - Confirmation

remove the entire item from the list

You are about to make changes for all users in the fils. This will overwrite
current values. Are you sure you want to proceed?

Lonact Pnone

RingCentral tex

Dave Richards

O ]
B m - — + 70%
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Managing Active User Extensions

Avirtual extension is a user extension without an
assigned digital line. It becomes an Active User
Extension if it makes/receives ten or more calls per
month (billing cycle). For more information on
managing usage of Active User Extensions, see Billing.

A virtual extension allows you to make limited
outbound calls and provides access to many of the same
features as a RingCentral digital line including the
RingCentral Phone app, RingCentral Glip, RingCentral
Meetings, integrations and more. By converting a
virtual extension to a digital line, you can get full access
to RingCentral Phone or a desk phone for a similar price
as an active extension.

Convert a Virtual Extension to a Digital Line

To convert a virtual extension to a digital line:

=

From the Admin Portal, select the Users tab.

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 Buy User Phone wizard:

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

b.Click Existing Number on the Select Number
screen. Select the DID (number) from the user
you are trying to convert.

c.Complete the wizard.

N

S

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.

RingCentral

+ Add User

Roles Messages

RingCentral o

Phone System Users Reports Call Log Billing Tools =
Users With Extensions Unassigned Extensions

@ useriist
Search Users Q Status ~ Roles

& Roles
Department ~

@ User groups W Delete ~ Enable X Disable 1 Resendlnvite [ Apply Templates
Status Name v Number Ext.

@ Templates 9 © Donald Harrison ~ Donald Harrison
° GeorgeMolennol £y 103 Qutbound CallsiFaxes
(] Jane Smith

~ User Details
(] John Smith (Super

) e e 0\ Phones & Nu:jrs
Phdnes

Total users: 12 Numbers

LU RS @ Dave | 020 8554 0023 Ext 101 GetHelp | Log Out

& & B

4 Download User List

0 + Add Phone © Presence g Intercom | @

Buy User Phone

¢

~ Location ~ Buy Phones 3 Numbers

Please assign Existing or New numbers to selected devices.

@ Existing Number New Number

State Area Code

Select v Select

(=] Device Phone Number

(] RingCentral for Desktop (205) 605-8663

Total: 1 <1

4 Emergency Address

5 Shipping Address

¥ | 0 Existing Numbers Left

Number Type

Existing

6 Confirmation

Back
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Call Forwarding for an Unreachable Phone

Manage the rerouting of inbound calls when an Internet outage occurs.
This feature is for situations where most installed phones are desktop
phones and there is little-to-no access via mobile or soft phones. When
triggered, the call will be handled by the forwarded extension’s Call
Handling & Message rules like voicemail. Once Internet service is restored,
the incoming calls will automatically resume to ring the user endpoint
phone as usual.

Feature Activation

e By default, Call Forwarding for Unreachable Phone is not
available for configuration in your online account. Contact
RingCentral Support to turn on this feature in your account.

e Once activated for your account, you must be an administrator
to enable and configure Call Forwarding for Unreachable Phone.

e The feature is disabled when the Notify my Desktop App or
Smartphone features are enabled.

Use Call Forwarding for Unreachable Phone with these extensions or
groups:
e Individual user extensions that have desk phones and/or
RingCentral Phone with a digital line.
e Virtual extensions with call forwarding to desk phones and/or
RingCentral Desktop with a digital line.
e A Shared Line group

RingCentral

The feature is available in Call Handling for:
e Business Hours
e After Hours
e Advanced Rules

Call Forward destinations can only be one of the following:
e Another extension in the account
e An external public switched telephone network destination.

Guidelines for individual users:

e Mobile and RingCentral Desktop notifications must be turned
OFF.

e The user must specify at least one (1) desk phone or digital line
setin Call Handling.

e User must not have a public switched telephone network
destination specified in Call Forwarding.

e If the user has multiple desk phones and RingCentral digital lines,
all of them must be unreachable to trigger this call forwarding
feature.

e If avirtual extension has forwarded to other user digital lines,
then call forward is triggered only if all the forwarded endpoints
are unreachable.

Note: When guidelines are not met, error messages may appear. If you
encounter error messages, see this Knowledge Base article for solutions.


https://success.ringcentral.com/articles/RC_Knowledge_Article/9301
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Configuring Call Forwarding for Unreachable
Phone RingCentrale VUG @ Dave | 020 8564 0023 Ext 101 Get Help | Log Out

You can configure Call Forwarding for Unreachable e - T . B
Phone through your online account.

Call Handling & Forwarding
1. Loginto your RingCentral online account. | @ usertst Descih Berekns
2. From the Admin Portal, select the Users tab. — | il B
3. Select aparticular User. & Rols seachibens Incoming Calls Forward i his Orcer [ =:Doumboat thes et
4. Click Call Handling & Forwarding. Department = seentaly v | © + A Cal Forkaring Phene
5. Edit Call Forward for Unreachable Phone. @ usorgrups o
The Call Forward for Unreachable Phone pop-up BD) rompios W e [eofil N S Adis Smbecl Hame! i
appears. o e Abby Brown | ‘ ‘ e
6. Setthe Call Redirection slider button to On. e e 't o e i MDD A
7. Choose a Call Forward destination. 80 2 @D cmnsimsss v esmincmos. (03039
a. Extension: for an Extension, click the button 0‘3 & igmile | 5 D e s e
next to the User or Extension to which you O ©  DaveRichd . sRings120sers v Moblle Prone Numer
want the call forwarded. You can also find the 5 e o Prcne Numper
name of a User or Extension by entering the oo
User name or Extension in the Search field and o
enter All Departments. =
b.Other Number: For an Other Number, enter S i
the destination phone number in the Phone ‘i_::,;m
Number field. + nomes
8. Click Save. —

© Extension @ Other Number

Phone Number

s

ot v

=
-
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User Settings
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User Settings
RingCentro @0Dave 0209554 0023E4.101  GetHelp | Log Out

Admins can edit the following user settings:

® User Details Phone System Users, Reports CallLog Billing Tools v L1 15
e Phones & Numbers —
° Screening, Greeting & Hold Music | @ User list Users With Extensions Unassigned Extensions
e Call Handling & Forwarding
ore . earch Users Q Status ~ Roles v - Iser 4 Download User Lis
e Messages & Notifications & Roes Search U & Add U Dowrload User List
e Outbound Caller ID Degariment: _ex
1 User groups
° OUtbound Fax Settlngs @ s W Delete ~ Enable X Disable < Resend Invite [ Apply Templates
Learn more about each of these settings in the S = suatus  Name SemSmith =
RingCentral Office User Guide. 0 e Audrey Guglinell é
Ext"105 Outbound Calls/Faxes Ext 105 Outbound Calls/Faxes
Administrators access and edit settings through the o0 e Joe Stzphens
Users panel‘ 0 e T — ~ User Details ~ Caller ID
1. From the Admin Portal, select the Users tab. M e  Phones & Numbers - Fax Settings
2. Selectauser. 0@ & s
. v S ing, Greet & Hold Musit
3. Onthe user settings pane, N
o Shelecththe extension, f((j)r example, Ext. 105, . call Handling & Forwarding
then the category to edit.
4. Onthe user settings pane, * Messages & Notcations

e Select Outbound Calls/Faxes, then the
category to edit.


http://netstorage.ringcentral.com/guides/office_user_guide.pdf
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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,
department, hours, password, and regional settings.

Bob Miller

Ext. 104 Outbound Calls/Faxes

’A User Details

General Settings & Permissions

First Name

Beb

Last Name

Miller

Extension Number

104

Contact Phone (&

Email
bob.miller@example.com
[ Use emailto login (@

Verify Email Uniqueness

Password

Change Password

x
Bob Miller
Ext. 104 Outbound Calls/Faxes
./\ User Details
Genearal Settings & Permissions
Record User Name @ Regional Settings
Bob Miller (Default) GMT-08:00, English (U.S.)
Edit Edit
Roles (O
Manager
Department
Edit
Quality Assurance
Template
Mobile Phone
Apply
Status
Enabled
Disable

() Yes, | would like to receive information on product education, training materials, etc

Cancel Save

RingCentral

User Hours

Custom
Edit
User Groups
Call Queue 1, sales group 1
Edit
Schedule Meetings for Me
0 users selected

Edit
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Phones & Numbers

X
. John Smith

Ext. 150 QOutbound Calls/Faxes

Click Phones & Numbers to view and edit the selected
user’s phone numbers and phone settings. You can add
adirect number for this user, add a phone, download/

activate apps, change presence and intercom settings,

and view and edit conference settings.

~ User Details Super Admin ®

~ Phones & Numbers

Numbers Phones
-+ Add Direct Number
Number v Type
(208) 337-3083 Direct
(860) 446-0747 Direct

X
. John Smith

Ext. 150 Outbound Calls/Faxes
~ User Details Super Admin ®

~ Phones & Numbers

Numbers Phones
-+ Add Phone © Presence g Intercom @
Phone Nickname ~ Phone Type Number
John Smith Polycom VVX-311 Gigabit Polycom VWX311 (650) 682-0533

Cisco SPA-122 ATA Existing Phone (205) 538-0301
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Screening, Greeting & Hold Music

. ~ Screening, Greeting & Hold Music . ~ Screening, Greeting & Hold Music
. . . . .
Click Screening, Greeting & Hold Music to view and
edlt the selected User’s greeting Ca” screening Options User Hours After Hours Blocked Calls User Hours After Hours Blocked Calls
i ’
connecting message, audio while connecting, hold S Cresting © ol Sereening O sk onton &
music, and blocked call settings. © Enabie © Enablo Specificcall and faves .
Connecting Message @ Audio While Connecting ©® i s e
@ Enable @ Enable
Phone Numbers or Area Codes Name (Optional)
Custom Music: Acoustic
» 00:00/00:00 o)) emm—m— » 00:00/00:00 o)) emm—m— Callers will hear
I'm sorry. The number you dialed can not be reached from your calling area. Goodbye.
_ Music or Ringtone callers will hear while
connecting » 00:00/00:00 o)) emmm—m
Edit i
Hold Music @
@ Enable Block calls with no caller ID
Music: Acoustic Block option
» 00:00/00:00 ) m— None 4

Edit
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 o)) emm—

Edit
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Call Handling & Forwarding

Click Call Handling & Forwarding to view and edit the
selected user’s call handling, call forwarding, ring group,
additional phones, ring pattern, incoming call, and call
flip settings.Setting Call Forwarding on the Phone
Hardware

You can enable and disable call forward options on

some equipment, such as Polycom® VVX® phones. The
ability to ability to enable call forwarding on the phone
hardware must be enabled in your account. Some
limitations apply:

e If the call forward is configured on the phone
hardware, the forwarding will not be indicated in
the RingCentral system.

e The Call Forward on Busy menu option is not
supported.

e The Call Forward selection on the phone setup
between multiple devices is restricted to run only
three times.

e A 911 call back, if received on the user’s phone with
Call Forward enabled is forwarded to the
destination.

Messages and Notifications

Click Messages & Notifications to view and edit the
selected user’s voicemail settings, voicemail greeting,
message recipient, messages, and notification settings.

./\ Call Handling & Forwarding

User Hours After Hours

Incoming Calls Forward in this Order

-+ Sequentially v | @

&) Create Ring Group ® Ungroup

[J Order Active RingFor

N ¢
1 () 1Ring /5 Secs

H — () 4 Rings / 20 Secs

@ 3 (> 4 Rings / 20 Secs
4 4 Rings / 20 Secs
) 4 Rings / 20 Secs
6 4 Rings / 20 Secs

./\ Messages & Notifications

User Hours After Hours Settings
Take Messages
¥ Enable
Voicemail Greeting
Default
» 00:00/00:00 o)) emm——m

Edit

Advanced

Settings

RingCentral

+ Add Call Forwarding Phone

Name

Admin's Desktop App

My Desktop App & ..

Bob Miller Cisco SP

Bob Miller VVX-311

Home

Mobile

Work

Message Recipient
Ext. 104, This extension

Select Extension

Number

NIA

N/A

(205) 538-2244

(205) 538-0122

Phone Number

Phone Number

Phone Number
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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.

~ CallerID

Decide what phone number you want to display as your Caller 1D number for outgoing calls. (3

By Phone

Desktop App
(866) 200-8330 - Main Number

Edit

Bob Miller Cisco SPA-122 ATA

(866) 200-8330 - Main Number

Edit

By Feature

RingOut from Web
(866) 200-8330 - Main Number

Edit

Call Flip

(866) 200-8330 - Main Number
Edit

Additional Desktop App

(866) 200-8330 - Main Number
Edit

Alternate Caller ID

Mot-specified

Edit

Internal calls

# Display my extension number for internal calls. (0

Bob Miller VVX-311
(866) 200-8330 - Main Number

Edit

RingMe (Outgoing to Caller)
(866) 200-8330 - Main Number

Edit

Fax Number

(866) 200-8330 - Main Number
Edit

Common Phone

(866) 200-8330 - Main Number

Edit

RingCentral
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Outbound Fax Settings

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

Cover Page Info

This information will be printed on your fax cover page

Company

Street Address

e.g. 120 1st St SW

City

e.g. Alabaster

Zip Code

e.g. 35007

Fax Number
(866) 200-8330 - Main Number

Edit

Faxes Sent via Email

Country

United States

Apartment / Suite #

e.g. App. 25

State/Province

Select State/Province

Cover Page

Contempo

Select

RingCentral

To enable sending faxes via email from additional email addresses, enter them here. To send a fax via

email, send the fax via faxnumber@refax.com.

Omit cover page when email subject is blank

@ On @ Of

Email Addresses

Email addresses permitted fo send faxes

user@mycompany.com



RingCentral Office UK | Admin Guide | Roles and Permissions 163 RingCentraf

Roles and Permissions
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Manage Roles and Permissions

Roles and permissions enforce your company security
policy by providing a 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.

Predefined Roles

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

e Super Admin: Complete system administrator level
access

¢ 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, plus 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): Full access to user level
settings, access to features plus international
dialing

e Standard: Full access to user level settings, access
to features and no international dialing

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.

*This feature is available for Office Premium and Ultimate
only.

RingCentral
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Manage Permissions in Multi-Site Accounts

RingCentral Multi-Site support allows you to provision
independent account configurations for your individual
sites, to enable you to uniquely register and manage
each site from your account.

When assigning an administrative role to a user, you
need to define the “role domain” if there are sites
created in the account. The role domain contains one or
more sites in which the user has the assigned admin
permissions.

Example: If a user is assigned with a role of “user admin”
with arole scope of Belmont and Denver sites, the user
can only perform user administrative actions for those
two sites and all the assets within those sites.

Show All | Show Selected (1)

W Hame

O John Smith

B4 Dave Richa..

) Super Adenin

@ Phene System Admin
() Standard {Intemational)
) Billing Admin

D) User Adman

) Standaed

() Sorme Ademin

) Managsr

Role Domain

) Company
® Site{s)  [Edit Sites (2 selacted)

RingCentral

Assign users to role

Roles Department Site

Standand

Standard (Intema

Description

Full phone system access plus Standard

Pamissions

Genaral

Owenview, Messages, Contacts, Standard

User Settings
Call Handling & Fenwarding
Messages & Notifcations.
Outbcund Callar IV

Onitbauind Fax Settings

Phones & Numbers

Screening, Greating & Hold Music
User Infa

Role Domain

Company

Company . Califonia Shop, Canada Tora... ~

O Company

@ Sites

O Belmem Office
B4 Califonia Shop

[ Canada Tesonto

Administered Sites

User: Ed Wassner  Role: Phone System Admin

Search Q

Show All  Show Selected (2)

w Site

Belmont Office

Califonia Shop

Canada Toronto

Dervor Office

East Coast Regional Center

Warehouse Florida
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Assign Users to aRole

To assign users to arole:From the Admin Portal, select RingCentral P 123 Ex 101 Gatrop 1 togom
the Users tab.
1' Click Roles' Phone System Users Reports Call Log Billing Tools v L B
2. Select one of the roles to assign users.
3' C“Ck the Assign Users tab tO VieW the users @ i ramesgvea@numy\eanuhly to control what users can do within the system. A role is a collection of permissions which could be based on a job function. Standard
. international is assigned to new users by default.
currently assigned to the selected role. | e . R
. . arch Roles . .
4. Click Assign User. Ql Roles
5. Alistof users and their currently assigned roles is : Role Name « Typeof Acke Description
displayed’ E (Porzplaize Billing Admin Predefined Provide users with all capabilities of Standard (...
6. Se'lect the' users to assign to the role. S E————
7. Click Assign. ) o
Phone System Admin Predefined Phone System Admin provides ability to modify...
The users’ roles are assigned and displayed in the Users 0 Stangard Pracetined Provide users full access o al thelrseftings & .
list assignments are displayed in the Users list. Standard (intomationa) Predefined Provide users fullaccass 1o al their setings & ..
*The New Role option is available for Office Premium and Siesrsamn Fradeied SURAT LD PSR YO MATAES 9.
Ultimate users Only User Admin Predefined Provide users with all capabilities of Standard (...
nmcm, @ Dave | 020 5554 0023 Ext 101 Get Help | Log Out
Phone System Users Reports Call Log Billing Tools » L B
< Back Standard
Overview Search Q| | Department + O + Assign User
Assigned Users [ Name ~  Number Ext. Department

@ Jen Williams 102 Sales Remove
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Modify a User’s Role
You can modify a user’s role by editing the user’s page.

1. From the Admin Portal, select the Users tab.
2. Click the user whose role you will modify. The
User details popup appears.

Click the Edit button next to Role.

Select therole.

Click Save.

uh o

RingCentral

RingCentral

Phone System Users Reports Call Log Billing Tools v

Users With Extensions Unassigned Extensions

@ User list

= foes Search Users Q Status

-+ Add User 1 Download User List

@ Templates

Status Name ~  Number

o Bob Johnson +44 (20) 12000004
0 o Charlie Wilson (209) 736-0226

(] David Richards (Super Admin) (205) 406-0306 ...

Admin Portal v

S Roles .

Ext. Roles

< Back

User Details

User Details

password.

First Name:
‘ “° Phones & Numbers Last Name:

Record User Name
‘Contact Phone:

B P Screening, Greeting

s & Hold Music Mobile Phone:

Email:

et Call Handling & Department:
Forwarding

Roles:

- [vllegsagt_ss &

User Details: Change name, contact info, user hours,

o
o Edit

Charlie Wilson (Ext. 103)

Charlie

Wilson

T

Phone System Admin
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Create a New Role*
To create a new, customrole: RingCentral PRI ©0ave | 0208550 0023 Ex 101 Getro | LogOut

1. Fromthe Admin Portal, select the Users tab. PhomSreem | Usts | Reprs  Callog  BMg  Tome L B
2. Click the Roles panel.
3. Click New Role.
. Role: of issi i users. Each is a "Standard L International)” by default.
4. Selectaroleto use as atemplate, or starting O T e e B e (emtonay by et
point, then click Next. The Create New Role pop- Search Roles Q 0 + New Role
up appears. S, foke
5. Enter the Name and Description for the new Foletame ~ Mt pescriion
rOIe, then C“Ck NeXt. @ lemplates Billing Admin Predefined Provide users with all capabilities of Standard (...
6. Set the permissions for the new role. Manager Predefined Provice users with al capabilties of Standard (..
7. Click Create Role. Phone System Admin Predefined Phane System Admin provides ability 1o modify...
See also instructions on the following page. Sanderd Frecetned Prove Lo 1A ocem 0,41 Sek stioe d ..
Standard (Intemational) Predefined Provide users full access to all their settings & ...
*This option is available for Office Premium and Ultimate S— Prosefined i Kl oV o R 0
only.
y User Admin Predefined Provide users with all capabilities of Standard (...
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Step 1: Select Role

Select arole to use as a starting point. The permissions
included in the starting role are displayed.

Step 2: Describe Role

Enter a Name for the role and a Description of the
permissions of the role.

RingCentral

1 Select Role

Select a role to use as a starting point

(& Super Admin

© Phone System Admin
( Standard (Intemational)
Billing Admin

© User Admin

(O Standard

& Manager

Create New Role

2 Describe Role 3 Permissions

Description

Provide users with all capabilities of Standard (Intemational) along with ability
to manage billing, user mgmt functions & Reports

Permissions

General

QOverview, Messages, Call Log, Contacts, Standard User Toals

User Settings

Call Handling & Forwarding
Messages & Notifications
Outbound Caller ID

Outbound Fax Settings

Phones & Numbers

Screening, Greeting & Hold Music

User Info

Billing

Create New Role

« Select Role 2 Describe Role 3 Permissions

Name

Billing and Phone System Admin

Description

Provides access to billing settings, and limited phone system settings.
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Step 3: Permissions

RingCentral

Select permissions for the role by adding to or removing
permissions as required. Multi-Site permissions are
found in the bottom section which includes Site
Management and Sites Call Log. For more information
on Multi-Site support, see Multi-Site Settings.

Therole is created and appears in the list on the Roles
panel. To assign users to the role, see “Assign Users to a
Role” on page 166..

Select permissions to be assigned to new role

rd

000D 00O  ©

m

Y

LY

o

o

v Select Role

General

Overview, Messages, Call Log, Contacts, Standard User Tools

User Settings

Call Handling & Forwarding
Messages & Motifications
Outbound Caller ID

Outbound Fax Settings

Phones & Numbers

Screening, Greeting & Hold Music

User Info

Phone System

Auto Receptionist
Company Numbers & Info
Groups

Phones & Devices

Create New Role

3 Permissions
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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.

R.’HQCentm' e IRRTATS @ Dave | 020 B854 0023 Ext 101 Get Help | Log Out

Phone System Users Reports = Call Log Billing Tools v L B

@ User list 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.
Standard (International) is assigned to new users by default.

If you do not set a default role, all newly-created users
are automatically set to the Standard (International) q;. Roles EEaith Rk a A= NEw bl

ro I €. @ Role Name ~  Type of Role Description
User groups
1 . C reate you rcu sto mro I e. See « C reate a N ew Billing Admin Predefined Billing functions plus Standard International and Manager functions.
R o | e*n on page 1 6 8 @ Templates o Company Default Role Custom This custom role is assigned to all newly-created users.

2. From the Admin Portal, click Users. Manager Predeined Company regorting funconsly plus Standard
3' CI ICk RO Ies' Phone System Admin Predefined Full phone system access plus Standard Internaticnal.
4. Select the custom role you created.

. Standard Predefined User level access without inteational dialing access
5. Click the check box, Set as Default.

Standard (International) Predefined User level access with international dialing access

Ringcentral LLLULELER S @ Dove | 020 8554 0023 Bt 101 Get Help | Log Out

Phone System Users Reports v Call Log Billing Tools v o B
< Back Company Default Role # Edit
1 i Name Description
Company Default Role This custom role is assigned to all newly-created users.
el Type of Role: Custom @
0 Set as Default
Permissions
« General ~

w Overview, Messages, Contacts, Standard User Tools

%

User Settings ~

&

Call Handling & Forwarding

&

Messages & Notifications

&

Qutbound Caller ID

®

Outbound Fax Settings

&

Phones & Numbers

&

Screening, Gresting & Hold Music

&

User Info
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User Groups
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Manage User Groups*

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 view 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.

* This feature is available for Office Premium and
Ultimate only.

RingCentral

®

RingCentral
Phone System Users Reports Call Log Billing
@ User list A user group gives a group manager access to its members' settings and call logs.
Search Groups Q
& Roles
Name v Manager
@ User groups Call Center Operations Jan Smith
Customer Support John Anderson
@ Templates

Sales Operations Dave Richards

Total: 3

LU LRI EIR A @ Dave | 020 8554 0023 EXL101 Get Help | Log Out

L =

-+ New Group

Description
Reporting and user settings for call center.
User settings and call log access for the customer support team.

Sales process and reporting.

Show: | 25 v <1 >
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User Group Management Tasks
The tasks involved in managing user groups include:

¢ Assigning Users to User Groups: the Templates
section in user management allows the account
administrator to streamline the assignment of users
to user groups. This assignment is performed in the
User Groups option in Templates. See “Templates”
on page 178.

¢ 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. See “Templates”
on page 178.

e Accessing Reports for your group members:
Office@Hand Reports help admins and user group
managers optimise 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. See “Reports” on page 187.
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Create a User Group

When you create a user group, you organise 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 have at least a
User Admin role and permission to access the group
manager interface. For more information, see “Roles
and Permissions” on page 163..

1.
2.

From the Admin Portal, click the Users tab.

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.

Instructions continue on the following page.

RingCentral

RingCentral

Phone System

@ useriist

@ Templates

Users

Reports Call Log

LU | @ Dave | 020 8554 0023 Ext 101 Get Help | Log Out

Billing Tools w S B

A user group gives a group manager access to its members' settings and call logs.

Search Groups

Name

Call Center Operations

Customer Support

Sales Operations

1 Describe User Group

o Name

Q

Manager
Jan Smith
John Anderson

Dave Richards

Create User Group

2 Add Members

+ New Group

Description

Reporting and user settings for call center.

User settings and call log access for the customer support team.

Sales process and reporting.

3 Select Group Manager

Sales Operations|

Description

Sales process and reporting.

s 25 v <@ >
Cancel

®
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6. 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).

9. Click Done.

© N

The user groupis created and a confirmation message is
displayed. The user group’s name and manager are
displayed in the User Groups view.

RingCentral

Create User Group x
v Describe User Group 2 Add Members 3 Select Group Manager
Search Users Q All Departments ~

Show All | Show Selected (3)

w Name ~ Ext. Roles Department

@ Dave Richards 101 Super Admin

@ Jan Smith 102 Standard (International)

@ John Anderson 103 Standard (International)

Total: 3 Show: | 26 v < 1 > Cancel &
Create User Group x

v Describe User Group

Search Users Q All Departments

The group manager will have access to the settings and call logs of the group members.

Select Name ~  Ext
® Dave Richards 101
Jan Smith 102

John Anderson 103

Total: 3 Show: 25

~ Add Members 3 Select Group Manager

Roles Department
Super Admin
Standard (International)

Standard (International)

User Group Created

‘Congratulations! The user group, Sales Operations has been created
successfully.
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Edit a User Group

To edit or delete an existing user group:

PR

1

From the Admin Portal, click the Users tab.
Click User Groups.

Select an existing group from the list.

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 to 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.

RingCentral

RingCentral
Phone System Users Reports Call Log Billing Tools w
@ User list A user group gives a group manager access to its members' settings and call logs.
Search Groups &,

2 Roles

Name v Manager
@ LIRS Call Center Operations Jan Smith

Customer Support John Anderson

@ Templates
osales Operations
RingCentral’
Phone System Users Reports Call Log
< Back
@ Overview Name]
Sales Operations
0 Mo Group Manager

Dave Richards | Ext 101

Change

Dave Richards

Billing Tools »

Sales Operations

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

Delete

LULTLVIL ST @ Dave | 020 8554 0023 EX 101 Get Help | Log Out

& B

—+ New Group

Description
Reporting and user settings for call center.
User settings and call log access for the customer support team.

Sales process and reporting.

VO @ Dave | 020 8554 0023Ex4.101  GetHelp | Log Out

& B

Description

Sales process and reporting.
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Templates*

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.

Create a Template for User Settings

1. From the Admin Portal, click the Users tab.
2. Click Templates.

3. Click Add User Settings Template.

4. Enter aNew Template Name.

5. Click Save.

*Not available for one-line accounts.

RingCentiral’

Phone System Users

|®Userist

& Roles

@ user grovps

M Templates

RingCentral

Phone System Users

@ User list

& Roles

@ User groups.

(5 Templates

Reports Call Log

Users With Extensions

Search Users Q Status
Department ~
(] Status  Name ~  Number
Reports Call Log Billing

Billing

RingCentral

LU B @ Dave 0208554 0023 Ext 101 Get Help | Log Out

& B

Tools = oy

Unassigned Extensions

v Roles v -+ Add User & Download User List

User templates can be applied to multiple users at once

Search User Templates

@ Delete

Name

0 FLOWERS INC

0 Halloween

Lunch Time

@ Bastile day

O  Columbus Day

O Sample

Customer Service

© Biling

@  Business Dev Rep Template

Total 11

Ext. Roles Department Messages
@ Dave | 0208554 0023 B3t 101 GetHelp | Log Out
Tools v . IE )
Q Type ~ o + Add User Settings Template
Type Last modified ~
User Settings 09/26/2017
Call Handling 09/22/2017
Add User Settings Template X

Enter a descriptive name for your template

0 New Template Name

Billing

Cancel

Show. 25 ¥ <« &>

®
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Select a template 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. For each group of
settings, you can specify whether the settings
override each users’ settings by checking
Override User Settings.

Configure Template Information settings.

a. New Template Name: Edit the name of your
template and see the last time it was modified
and when it was created.

Configure User Details settings.

a. Regional Settings: Specify regional settings for
users such as timezone 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. Aroleis a
collection of permissions which could be based
on ajob function.

d.User Groups: Specify the user groups where
the user is to have membership.

e.Emergency Address: Provide a physical
address for First Responders.

f. Bandwidth Settings: To improve the quality of
your calls, you can set how much network
bandwidth to use for calls:
¢ High Bandwidth - gives you better sound

quality but calls can become choppy wheniit's
not available.

e Low Bandwidth - gives you lower sound
quality but ensures no interruptions during
your conversation.

g.Receive Communications from RingCentral:
Select if users receive voicemail messages from

RingCentral on product education.

Search User Templates

@‘u‘ Delete

T1  Business Dev Rep Template

User tomplates can be applisd to multipls users at once.

Business Dev Rep Template

Inbound Outbound

v Template Information

~ User Details

“~ Screening, Greeting & Hold Music

v Call Handling & Forwarding

“ Messages & Notifications

Delete Template

+ Add User Settings Template

Cancel

Billing

nbound Outbound

0\ Template Information

New Template Name

Billng

Last Modified

09/14/2017 at 22:35 by John Smith

Created

EOT/2017 at 18:37 by John Smith

Billing

Inbaund Outhound

0 ~ Template Information

< User Details

Regional Settings

GMT-08.00, English (U S}

RingCentral

@ Overide User Settings

User Groups

None

@ Overnde User Seftings.

Edit
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9. 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 Handling & Forwarding > 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 acall on
hold.

Billing
Inbound Qutbound
v Template Information

~ User Details

0/\ Screening, Greeting & Hold Music

User Greeting @

(] Enable
[ Override User Settings

Connecting Message @

#| Enable

Default
4 00:00 /00:00 o)) se—

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

Edit
[ Override User Settings

Hold Music (@)

#| Enable

Music: Acoustic
> 00:00 /00:00 o)) mm—
Edit

[ Override User Settings

RingCentral

Call Screening @

[l Enable

[ Override User Settings
Audio While Connecting @
# Enable

Music: Acoustic

> 00:00/ 00:00 o)) emmm—

Music or Ringtone callers will hear while
connecting

Edit

[ Override User Settings
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10. Configure Call Handling and Forwarding

settings.
a. Desktop Apps & Smartphones: Specify Billing X
whether to notify your Desktop app(s) and
smartphone(s) before forwarding the incoming
Inbound CQutbound

call to your desk phones and forwarding
numbers, and specify a wait time.
b.Incoming Call Information: Specify display and s Template Information
announcements for incoming calls.
c.Outbound Caller ID: Choose phone number to
display as outbound caller ID for outgoing calls.
d.Outbound Fax: Specify settings for sending

~ User Details

outbound faxes, including cover page * Screening, Greeting & Hold Music
information, and settings for faxes sent by

email. Configure Messages and Notifications @ Call Handling & Forwarding
Settings.

Desktop Apps & Smartphones

[« Motify my Desktop app and Smartphone (O

Wait Time

Select the time before forwarding begins

1Ring /5 Secs v

] Override User Settings

Incoming Call Information

Displayed Incoming Caller ID
Edit

[[] Override User Settings
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11. Configure Messages and Notifications settings.

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

b.Notifications: Choose how to be notified about
voicemail messages missed calls, fax
transmission results and received text
messages.

c.Voicemail Greetings: Specify a default
voicemail greeting.

Billing
Inbound Cutbound
~ Template Information
~ User Details
~ Screening, Greeting & Hold Music

~ Call Handling & Forwarding

0\ Messages & Notifications

Take Messages

[« Enable

Voicemail Greeting

Default

» 00:00/ 00:00 of)) —

Edit

] Override User Seftings

Delete Template

RingCentral

Notifications
Edit

] Owverride User Settings

Cancel
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12. 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.Fax Settings: Specify fax settings including fax
cover page information and settings for faxes
sent through email.
13. Click Save.

Customer Service

Inbound Outbound

~ Caller ID

Decide what phone number you want to display as your Caller ID number for outgoing calls. @

[ Override User Setfings

By Phone

(866) 200-8330 - Main Number

Edit

By Feature

RingOut from Web
(866) 200-8330 - Main Number

Edit

Call Flip
(866) 200-8330 - Main Number

Edit

Internal calls

[« Display my extension number for internal calls. @

RingMe (Outgoing to Caller)
(866) 200-8330 - Main Number

Edit
Fax Number
(866) 200-8330 - Main Number

Edit

RingCentral

~ Fax Settings

Cover Page Info

This information will be printed on your fax cover page

() Override User Settings
Company Country
Select Country v

Street Address Apartment [ Suite #

e.g 120 1st St SW eg App. 25
City State/Province

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

e.g. 35007
Fax Number Cover Page
(866) 200-8330 - Main Number .

= Select

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 (D

©On @ Of

Delate Template Cancel
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Create a Template for Call Handling Settings

From the Admin Portal, click the Users tab.
Click Templates.

Click Add Call Handling Template.

Enter a New Template Name.

Click Next.

Specify the caller ID or date conditions that will
trigger the application of this template.

Click Next.

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

9. Click Save.

A o

© N

RingCentral

@ Dave | 020 8554 0023 B4t 101 ﬁ GetHelp | Log Out

RingCent
Phone System Users Reports ~ Gall Log Billing Tools v L, =
@ Userlist User templates can be applied to multiple users at once.
Search User Templales Q| Type ~ + Add User Settings Template | | 2
& Roles
-+ Add Call Handling Template
@ Delete
@ usergroups O Name Type Last modified ~
©  FLOWERS NG User Settings 09/2612017
Templates
Add Call Handling Template x

1 Name Template

Enter a descriptive name for your template.

0 New Template Name

Weekend schedule

©  Business Dev Rep Template

Total: 11

Add Call Handling Template

+ Name Template 2 Define Conditions 3|

OD Caller ID
None

() Date andior Time
None

Add Call Handling Template

+ Name Template + Define Conditions 3

®Seled action to take when incoming calls match this rule

© Forward Calls @ Take Messages

@ Enable
® Take Messages Only @
Voicemail Greating

© Play Announcement Only ® Default
© Unconditional Forwarding ® 3 00:00/00:00 o
Edit

2 Define Conditions 3 Define Call Handling

User Settings 09/06/2017
Show: | 25 v < 1 >
x
Define Call Handling
v
v
Back
x

Define Call Handling

Message Recipient
@ This Extension ®

© Specific Extension

) —
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Apply a Template to Users

1. From the Admin Portal, click the Users tab. RingCentral Dl s e etk Hge
2_ Se|ect a number Of users. Phone System Users Reports v Call Log Billing Tools ~ , =
3. Click Apply Templates. —
4. Select atemplate to apply. @ vseriet Users Wih Extensions.  Unassigned Extensions
5. Click Apply Template. _
6. Click Yes to confirm that you are about to make s Seatch Users || stans v || Roles . +AddUser | L Download User Lis

settings changes for all the selected user(s). This Er———

will overwrite any configuration the user might ® Uoorgoups

have done previously. i Delete  ~ Enable X Disable 1 ResendInvite [ Apply Templates

=  Status Name v~  Number Ext. Roles Department Msg.

Templates

2 @ Bob Miller (205) 538-0122.. 104 Manager Quality Assurance 070
« (] Debbie Smith 105 User Admin 0/0
Select Template x
Search Q Type ~
Name v Type
o All Saints Day Call Handling
(o] Bastille day Call Handling Show: 25 v < @ >
. o Billing User Settings
(&) Lunch Time Call Handling
Sample User Settings
Xmas Patry User Setfings
Total: 12 Show: 2 v i >

Cancel Apply Template
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Live Reports

RingCentral Live Reports provides access to a separate
section which allows building dashboards and reports
to show data on inbound and outbound calls in close to
real-time. Users with administrative access can create
and customise reports based on metrics such as Service
Level, Call Volume, Agents Count, Agent Details, Queue
Monitor, Queue Details, and Queue Calls.

When you contact RingCentral to enable Live Reports
for your account, users with admin privileges are
granted access, and you can access a Live Reports
menu item from the Reports menu.

For more information on using Live Reports, see:
e Live Reports User Guide
e RingCentral Live Reports: Overview
e Live Reports FAQ

RingCentral
Phone System Users Reports v Call Log Billing

Historical Reports

Live Reporls

Dashboard - Jonathan  ~ @ @ [@ +

Queue H Agents Count
O 2 :
Calls Waiting
1
00:00
Longest Wait
09 ow 2Q o 0 0
Agents Avallable  OnCall Unavallable

RingCentral

VU A @ Dave | 020 8554 0023 Ext. 101 Get Help | Log Out
Tools » H & B
Expand
Queue Calls : Call Volume
Total Inbound Calls
0 0 0 O O
Queued LiveTak  On Hold Abandoned Voicemails


https://success.ringcentral.com/articles/RC_Knowledge_Article/9217
https://netstorage.ringcentral.com/guides/live_reports_faqs.pdf
https://netstorage.ringcentral.com/guides/live_reports_user_guide.pdf
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Historical Reports ) .
RingCentral

RingCentral Reports helps admins optimise the phone
system by presenting usage analysis and trending
metrics in an easy-to-read graphical format. You can
create reports for most of the call activity in your
company, such as, inbound and outbound call volume,
total calls, details on missed or answered calls, average
calls per day and time, and more.

Phone System Users Reports »

Live Reports

Default

Reports

SUMMARY QUEUE ACTIVITY

/"

489 75

OUTBOUND

e The Summary report provides an at-a-glance, high-
level usage overview of the entire phone system.
Use the metrics to assess the volume of incoming
and outgoing calls, or answered and missed calls,
then review your business hours to ensure they’re
consistent with caller patterns.

e The Queue Activity report summarises call queue
activity and volume for historical activity. Review
the ratio of calls answered vs missed, call wait «® —
times, and average talk time on a call, and fine-tune
your call queue responses accordingly. a0

@ WECUND | OUTEOUND # VOICEMAIL

The User Activity report summarises inbound and
outbound call volume and usage for selected users
over a selected date range. Compare call volume w | 7
metrics with a user’s job performance or workload
to understand how to optimise the calls for best
results.

70

-

VOICEMAIL

INBOUND QUTBOUND

e The Phone Number report summarises the call

activities of each purchased phone number over a Hourly Gall Acty
selected date range, so you can understand which s
numbers receive the most calls, which numbers

result in the highest placement results, and which “\

calls are answered.

The Call Detail report (not available on mobile)
provides call log information, including caller ID,
destination, call duration, and call results, to allow !
you to understand and control the usage of the

company’s phone system. o & o

Historical Reporis

414

INBOUND

RingCentral

@ Dave | 020 8554 0023 Ext 101 Get Help | Log Out

Call Log

Last 30 Days
USER ACTIVITY

163
o]

ANSWERED

Inbound Voice Call Activity

10

5

. lil'_ X

01 Mar o Apr 01 May

Billing

Tools »

GO

PHOMNE NUMBER

181

H % B

@ H& R

CALL DETAIL

70
o

VOICEMAIL

A ANSWERED W MISSED # VOICEMARL

_.y',

01 Jun 01 Jul

u_',';]:-wi‘ A

01 Sep

@ INBOUND | OUTBOUND
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Generate and Export Reports

RingCentral @ Dave | 020 8554 0023 Ext 101 GetHelp | Log Out
You can generate custom reports by settings filters that
show the data you want. You can save Reports as a Phone System Users Reports Call Log Billing Tools v H K B
custom report, or export reports for later analysis.
Create a custom report by setting the filters you want, Reports — Last 30 D el B @ & =
then selecting Go. Specify a fixed number of days, or a _
custom date range. Date and time information comes R J— [ [E— O
from the logged in user's regional settings. In the
detailed report screens, you can click Expand to set itere . e
more filters such as Call Type. Select the filters, and
click Apply. User Gall Type
@ Multiple ®am
¢ To save your custom report for future viewing,
select the Add View icon, and enter a name for the
custom view. When you click Save, the view is ( /. (- 594
added to the menu of available reports. Avg. Calls/User Avg. Call Duration/User 15'?45, 3,453 4,610 ey
1,431 18:28:29 S e —
e To make changes to an existing report, select it from
the menu, change the filters as needed, and click the
Saveicon.
Users 10
e To export areport, select the report you want to
export, click Go, and click the Export icon. The Inbound Outbound
report is exported as a Microsoft Excel file. To learn — o : Avg.
more, click here. . romversd | ¢ vetomman | ¢ nacead o . S Calls/Day
Administrators can also view the report dashboard
from the RingCentral Phone app for iOS and Android. Hentet “r o " “ e e e e e
See the RingCentral Phone App Guide for more details. Charies Lin 5 5 2 1 2 00:03:00 0 00:00:00 0

(See more reports on the following page.) 12082


http://success.ringcentral.com/articles/RC_Knowledge_Article/6960?priority=10&retURL=/apex/RCSupportPortalSearchNew&type=FAQ&id=kA280000000GwMVCA0&Title=Reports+OverviewopFeatures_10
http://netstorage.ringcentral.com/guides/mobile_app_guide.pdf
http://netstorage.ringcentral.com/guides/mobile_app_guide.pdf
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Reports for: User Activity, Queue Activity, Phone

Number, and Call Detail.

RingCentral

Phone System

@ Dave| 0208554 0023 Ext 101 Gt | Log Out

Users. Reports Call Log Biling Tools v L L B

Reports Deraut Last 30 Days ol B E & R
sumamy aueve AcTTY usen acviTy PHONE NUMBER cauLpETAL
Fiters -
User cartype
Onnpe om
594
g Callsser Avg. Cal Duraton/ser 15,745 3,453 4,610 O e
1,431 18:28:29 > A wesee
Users 10
ibouna Oubound
. . “avg.
User = Total . | o
= Total © Answered. = Voicemail * Missed ol * Total ol
Aen Tst % an 12 2 = 21530 20 21530 oz
nares Ln s 5 2 1 2 000300 o 00000 o
1-2012
RingCentral @ Dave | 020 8564 0033 EXt. 101 GetHelp | LogOut

Phone System

Reports

SummaRy

Dialed Number
©Muispie

Calle doteile

+ Dialed Number

16505674721

18317062247

13086243934

1-30f3

Users, Reports Call Log Billing Tools » H & B
Detau ast 30 0ays Jelp®m e =
auEue AcTvITY usen acTvy PrONE NMBER caLoeran.
xeanos
o
o | cmewa | wses | vocons | SagGuwney | SO
27 a1 0 % 088 s
s 4 0 1 083 208
2 4 s 0 5 sas

RingCentral’

Phone System Users Reports
Reports Defaut
summaRy aueve scrTy

Filtors

Gall Queue Disied Number

om t6sozreeaas, 1ssos6TaTen

RingCentral

@Dave | 0208664 1023 Ext 101 Gettieh | LogOut

Call Log Biling Tools v A& B

Last 30 Days Jeolp®ma ®

USER ACTIVITY PHONE NUMBER CALL DETAIL
ExpanD-
Gall Type. Gall Length
om 120- 128

Avg Tmeto Answer | Aug, Duration
Os
Quoue Activity 10
- vy Timeto
QueueName | <Answersd | <Voicemail| < Avg. Duration
e Answer
Customer Service 0 o Os 0s
1or0m
RingCentral’ _ LG8 @Dave | 0208554 0023Ex 101 Gettielp | Log Out
Phone System Users Reports call Log Billing Tools v S 8 B
PN
Reports B
P Defaul Last 30 Days ol DE &R
sumuARY QueuE AcTVITY UseR cTvITY PHONE NUMBER cauL oL
Filters. EXPAND ~
User Gall Type
EinaTia o
Call Detail 10
N N “CallStat| €al | :Maibox | :Gueve |. scal |,
~From iTo bl ool vy = DiectNumber| =% < Cal Resun
0602015, Nox
to7mane2r7 | 1anaounens | OO in Elaina Tia oopeecens | 6| N
o5r072015. Not
waorroses | ra0sezeas | et in Eaina Tia e I
050872015, Not
2036500005 | 13006243534 | "3 ron in EainaTia woeezizns | e | M
oenz0ts. Not
tossaearon | vanesaumns | OO in Elaina Tia ope2eene | os | N
Tesozresens | vesozraeo | W2t | Elaina Tia s0z7Ee20 | 36s | VoiceMail
06042015, Not
wommme | wesosTarer | (et in Elaina Tia wesosorarzn | 2ss | M
05272015, Not
omsorss | vesoarsan | oo in Elaina Tia e N
ow0772015. Not
Tst0aonize | 1os02raesz0 | oo in Elaina Tia tesozrosnz0 | 1zs | N
Oav20rS. Nox
toisaaeira | 16s0o7aee0 | POt in Elaina Tia tosoorgon0 | 120 | N
o4nEr2015. Not
oS0 | tes0sTaT2r | Cameeon in Elaina Tia wesosea | s N
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Call Log Description

The Call Log provides reports on inbound and outbound
calls and faxes for the company number and specified
extensions. Select the time period, type of call (inbound
or outbound), blocked calls, or recorded calls. You can
have the call log delivered to an email address daily,

weekly, or monthly on specified day.

In the Type column you will see icons for the following
types of calls:

‘f Inbound Call
£ Outbound Call
%X Missed Call

In the Recording column, you will see anicon if the call
has been recorded. Hover over the icon to listen to the
recording.

L' »  Listentoacall recording

Administrators can enable the bad call quality indicator
in the RingCentral Admin Portal for an account. By
default, the feature is disabled. If this feature is enabled,
and you were not satisfied with the call quality of a
connected call, you can mark the thumbs down icon in
the Quality column in your Call Log.

" Click to mark as a bad call

"M Marked as a bad call

RingCentral '
Phone System Users Reports Call Log Billing Tools v

View: Simple | Detailed

Show Call Log records for: (@ | Last60 days A4 From: | 05/04/2015 B8 To: | 05/05/2015

Open Advanced Features

Phone number: [} bnnmm g ] [ bnwnlnad § )\ i’urge
Type Phone Number Name Date / Time Recording  Action
[+ From: (G40 555-9866 [E SAN MATEO CA Thu 04/23/2015 10:58 AM Lop Phone Call
[N To: (B50) 555-1603 [E SAN MATEO CA Thu 04/23/2015 10:58 AM iy RingQut Web
L4 From: (§a0) 555-3447 [ SAN MATEO CA Thu 04/23/2015 10:57 AM Lo Phone Call
15 To: (6a0) 555-1482 [E SAN MATEO CA Thu 04/23/2015 10:57 AM Lip RingQOut Web

RingCentral

CULLGEL DR & @ Dave | 020 8554 0023 Ext 101

B | Show )

|

Result

Missed

Call connected

Missed

Call connected

o
o

GetHelp | Log Out

S B

Page 1

Length
0.00:05
0:00:04
0.00:08

0:00:08

Quality (1)

»
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Billing

The Billing tab leads to menus for managing your
Service Plan, Payment Method, International Calling,
Meetings (including licenses), Device Orders and Cost
Center Management. View and edit your service plan,
payment information, international calling plans, and
cost center codes here.

Note: Billing is an administrator function only. This
optionis not available to standard users.

Service Plan

View or change your service plan

1. From the Admin Portal, select the Billing tab.
2. Click Service Plan to view your plan details.
3. Click Change Edition.
a. Follow the instructions on the pop-up to learn
more about different editions.
b.Click OK.
4. Click Change Billing Cycle.
a. View options for monthly or yearly
subscriptions.
b.Select the button next to the plan you'd like.
c.Click Next.
d.Follow the purchase flow.

RingCentral

Phone System

=] Service Plan

Payment Method

International
Calling

Meetings

Device Orders

Cost Center
Management

Users Reports Call Log Billing

Service Plan

Service Plan:

RingCentral Office Enterprise 20 - 99 line

Change Edition

Biling Plan
§1,099.80 for 1 month
($140.00) off - Discount

Account Credi
§1,94373

Biling Cycle:
10/09/2015 - 11/08/2015

Next Biling Date:
11/09/2015

Usage Info

Additional Services
Additional Local Numbers
5 @ §4 .99 each
Additional Phones

Global Office - Zone WEU-A
2 @$59.99 each

ocnange billing cycle

Billing History
Auto-Purchase

Cancel Service Plan

RingCentral

PRI EIREA @ Dave | 020 8554 0023 Ext 101 GetHelp | Log Qut

Tools »

o S B

Change Edition

To learn more about Advanced Editions features
click here

Change Billing Cycle

By switching from monthly to annual payment you'll save even
more on your RingCentral plan

@ Monthly Current Plan
$1,099.80 per month
$959.80 - price after discount
$140.00 saved

O One Year Recommended
Subscription
$10,797.60
Only $899.80 per month
You save $2,400.00 (18%)

Cancel Next
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View Service Plan Options
To view options for billing history and auto-purchase:

1. From the Admin Portal, select the Billing tab.
2. Click Service Plan.
3. Click Usage Info.
a. View your Usage Info.
b.Click Add if you'd like to add an additional toll-
free minute bundle. Select the bundle, click
Next, and review and confirm.
c.Click Change if you'd like to change your
international calling credit bundle. Select the
bundle, click Next, and review and confirm.
4. Click Billing History.
a.View your Billing History.
b.Click View Full Billing History if you'd like to
see more details.
c.Check the box next to Send me my billing
statement via email to set this option.
d.Click Done.
5. Click Auto-Purchase.
a. Select the Calling Credits Package you wish to
purchase.
b.Select the Cost Center Code you'd like to use
for this purchase.
c.Click Save.
6. Click Cancel Service Plan.
a. If you would like to cancel your service plan,
follow the instructions on the pop-up.

b.Click Close.

RingCentral

Phone System Users Reports Call Log Billing

Service Plan
e o Pl
Service Plan
RingCentral Office Enterprise 2 - 19 line

Change Edition
B3 Payment Method

Biling Plan
$119.98 for 1 month
Account Credit
@ International $0.00
Calling Billing Cycle:

04/22/2015 - 05/21/2015

Next Biling Date:
05/22/2015

ousage Infa

Additional Services

W< Meetings

Device Orders
Additional Local Numbers
2@ %499 each
m Cost Center Additional Toll-Free Minute Bundie
Management None  Add

Additional Phones
Zone 2 - EU
4 @ $599.76 each

Common Phones
5lines

Billing History
Auto-Purchase

Cancel Service Plan

@Usage Info =

Uniimited Usage:
0 minutes

Included Credits
$390.00 available
(10,000 plan minutes)

Included International Gutbound Landiine - Zone 1 - EMEA Usage:
0 used of 20,000 minutes (per month)

International Calling Credit Bundle:
$300.00 available

Additional Bundles

Additional Toll-Free Minute Bundle
None  Add

International Calling Credit Bundie
$300.00 ofinternational calling credit @ $250.00/month, charged annually

Change

RingCentral

LULTLLL TR @ Dsve | 020 9554 0023 Ex 101 GetHelp | Log Out

L & B

Billing History

(550) 555 0042 View Ful Bilkng History
Hy Company
San Maleo, CAS24DS

D Reference # Description Amount
05052015 9808149006 Additional Services $47.49 View Statement.
04222015 9758331006 Upgrade S6443  View Statement
04202015 9757539006 Upprade $9028  view Statement

©.¢ Send me my billing statementvia email 4d_
Done

Auto-Purchase

Auto Purchase feature ensures you will never run outof 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-menth for up 10 12 monts.

Calling Credits Package: (3

®) $20.00 (equivalentto 513 Plan minutes at 3.9¢) (
$100.00 (equivalent to 2,565 Plan minutes at 39¢) (3
Select Cost Center Code:
Add New Code

¥ Main

BBS oo

Sales
Shipping
Training

Warehouse

Ga Cancel Service Plan %3
5

Are you sure you want to cancel your RingCentral Office Enterprise 2 - 19 line
Service Plan for (650) 555.00127

I you cancel your service plan, your RingGentral account will be deleted and the
following information will no longer be retrievable:

+ Allmessages and faxes currently stored in your online account

- All Settings (Customized Greetings, Music on Hold, Answering Rules,
Extensions, etc.)

+ Allofyour Call Logs

+ All of the entries in your RingCentral Contacts

if you would like to save any of this infarmation, you should download and/or expor it

from your account before you cancel. Once your account is cancelled, your Ring Gentral
phone number(s) will be immediately disconnected.

In order to finalize your cancellation, please call (866) 733-0810 or (325) 20
outside of the United States for assistance in account verfication and
termination of your RingCentral service. Thank you for using RingCent
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Active User Extensions

Avirtual 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 an Active User Extension if it makes
or receives ten or more calls per month (billing cycle).

View Active User Extensions Usage and History
To view the active user extensions in your account:

From the Admin Portal, select the Billing tab.

Click Service Plan.

Click Usage Info.

Review the Active User Extensions section for

the number of Active User Extensions (those

extensions with ten or more external calls in the
current the billing cycle).

5. Inthe Service Plan pane, click Active Virtual
Extensions History to view the number of
external calls each active user has made or
received within a specified period of time.

6. InActive Virtual Extensions History, specify the
search parameters and click Show.

7. Enter an email address and click Send to email

yourself the report containing extension level

calling data by account.

AP

d ;‘E Service Plan

RingCentral
Phone System Users Reports Call Log
Service Plan
Senvice Plan:

RingCentral Office Enterprise 2 - 19 line

Change Edition

E Payment Method Smng Plan
$119.98 for 1 month

Account Crednt
$0.00
@ International Bing Cycie
Calling 03/04/2017 - 04/03/2017

NextBing Date:

LU I @ Dave | 020 8554 0023 Ex 101

Billing Toaols »

RingCentral

Get Help | Log Out

H & B

Usage Info X
UnBmited Usage

15 minutes

nouded Credits:

$390.00 available

{10,000 plan minutes)
Additional Bundles
Additional Toll-Free Minute Bundie
None  Add

Intemnational Calling Credit Bundle
Mone  Add

0410472017
4 Active User Extensions
B¢ Meetings 3 Lsage Info

Additional Services
Additional Local Numbers

. 2@ $4.00 cach
Device Orders .
RingCentral Webinar 100 Licenses
3@ $40.00 each

Large Mesting 100 Licenses
1.@ $40.00 each
m Cost Center

Management Additional Phones

DigitalLine Unlimited
10 @ $50.09 each

Common Phones
1linzs

Change billing cycle

Billing History

0&:-“ Virtual Extensions History

Auto-Purchase

Cancel Service Plan

Te Eatensicn
987) 6843210 103-Aca

Bmng Cyse:
03/04/2017 - 04/03/2017

Usage to date through 03/1072017'
Active User Extensions (with 5+ external calis): 10

6 Active Virtual Extensions History

103-Ada

wmaT
(ssx)sss 5sss

103-
(907) 6843210 103-Acwsarvin
103-AdaJarvis (T ITRIITT
103 AdaJarvis (35515555555

Show History for.

@® | Last 1 pened v | O |0%04r2017 - 040372017
@ Al Extensions QO Extension
Show ¢ Page 1 y
Renewal Period Extension Name Number of External Calls
03/04/2017 - 0410372017

Ext. 103 Ada Jarvis 2

Ext. 14585  Simon Jones 8

Send a report with detailed information to email.

Buration Inciuted Furchased
00036 o

00043 -

00036 -

wcied 00026 -
MenCH/0S3017 &34 P RiegOut Wak Call connacied o00c11 -
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Payment Method

The Payment Method contains the credit card
information attached to the RingCentral account.

counpwNE

From the Admin Portal, select the Billing tab.

Click Payment Method.

View your Payment Method details.
Click Edit Payment Method.

Edit your Payment Method information.
Click Save.

RingCentral

Phone System

Service Plan

Payment Method

International
Calling

Meetings

Device Orders

Cost Center
Management

Users

Reports

Payment Method
Card Type
Card Number.

Expiration Date

First Name
Last Name
Contact Phone
Contact Email
Address 1:
Address 2:

City:
State/Province
Zip/Postal Code

Country:

ogun Payment Metnod

Call Log

Billing

Visa
XOUKKHOOOG-XHKK-1111

01722017

Dave
Richards

(550 5552009

Tools »

dave.richards@mycompany com

123 Main Street

San Mateo

California

94404

United States

RingCentral

Admin Portal »

o Payment Method

Card Type:
Card Number,
Verification Code

Expiration Date

First Name

Last Name
Contact Phone
Contact Email
Address 1:
Address 2:

City.
State/Province
Zip/Postal Code:

Country:

@ Dave | 020 8554 0023 Bxt. 101

NN

Visa

January ~ | 2017

Dave
Richards

(650) 555-2009

GetHelp | Log Out

=i

v

dave richards@mycompany.com

123 Main Street

San Mateo

California

94404

United States

Cancel Save
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International Calling -

To enable, disable, and view international calling rates: RingCentral Q RS (@nee | DABSSEORIERLANT  sounep tisg o
. I Phone System Reports Call Log Billing Tools » & K B
1. From the Admin Portal, select the Billing tab.
2. Click International Calling. - R e s
. . . . s ‘Country Code Toll-Free Number (i
c. If International Calling is not enabled, click Wevat et ' g
Enable International Calling to enable it. T 20 -,
d.If International Calling is enabled, you can gl> o
disable international calling completely by
clicking Disable International Calling. RingCentral WpsieTalbeoktizsEeien  (SSERSR[EloN
3. V|eyv the countries |nt§rnat|onal callingis ProneSyem | Uses | Repers | caniog | ming | deane a8 L B
available to and the price for each country.
a. Use the alphabet at the top of the screen to — o'ntemaﬂona' Caliing
jump to a list of countries. All countries start e Gy Code Tok Free umber (5
. e Hawail Regular/Mobile 1 396 [ @)
Wlth a SpeC|f|C Ietter- E5 Payment Method Alaska RegularMobile 1 39¢ D
b.Sort by Countries that are enabled or disabled ®.mmm,
. T ABCDEFGHIJKLMNOPQRSTUVWYZ @Fi\(g[by!’A—H_—_Fg
by using the drop-down menu. (3] s @m
¢ Disable ematonal Caling ) R

4. Turn calling to a specific country on or off by

. . . . Afghanistan
clicking the switch to the right of that country. B¢ Mectings wopie oo M '
You will see a white, vertical line with a navy blue Regular sooe ©
: 93 e
background when the switch is in the “on” Sars e Abaria
position as shown in the image on the right. Yok sroe a
Cost Center F—
e 5ef 120¢ a
Algeria
31113“7“; 213781, 213780, 21377, 21369, 213670, 21366, 213659, 21356, 21355, 213549 220¢ D
e 106 a
American Samoa
i 1200 a
Andorra
yﬁ;}“z?ﬁd 3766 29.0¢ D
Sreuer sse a

Angola
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Meetings

The Meetings sections allows you to manage
RingCentral Meetings, including managing licenses,
downloading software, adding and viewing rooms, and
managing settings.

RingCentral
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Add Large Meeting Licenses

RingCeniral PPN @ Dave (0208554 0023 E4101  GetHelp | Log Out
RingCentral Meetings is available for free with any
RingCentral Office edition: Standard edition supports 4 e oo tepa e CaNFoU N Biling {00 & B
people per meeting, Premium edition supports 50
people per meeting and Ultimate edition supports 75 [ Sewice Plan Large Mesting  RingCentral Webinar  RingCentral Rooms  Room Comnector
participants. -
B3 Payment Mathod Search Q|| Al v + Add Licenses

An additional Large Meeting add-on is available for e e e ! oo S

Premium and Ultimate edition to extend meeting @ monsions

capacity with up to 500 participants. You can add and = HirogssiTyms Bsslonetio - - ’
assign a Large Meeting license to a user who has a need _ Large Meeting 100 NA A 0112472017 Assion
for hosting larger meetings. q-' e

Large Meeting 100 NIA N/A 011272017

Add a Large Meeting Iicense Device Orders

1. From the Admin Portal, select the Billing tab.

2. Click Meetings. Total: 2 Show | 25 v <1
3. Click Large Meetings Your existing licenses are
diSpIayed. Add Large Meeting Licenses x
4. Click Add Licenses.
5. Enter the number of each type of license. 1 Addlicnss 2 Confim Order 3 Order Confirnation
6. Click Next. =
7. The purchase information is displayed. Licenss Price #of Licenses
8. Click Next and complete the transaction.
Large Meeting 100 License $400.00 Annually 0 +
To remove licenses, call Customer Support.
Large Meeting 200 License $900.00 Annually 0 +
To assign or reassign a license, click Assign and select a
user. License Sub-total”
*Total charges do nof include taxes, fees and prorates. $0.00

Q

Cancel
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Add RingCentral Webinar Licenses

. . . nfmcentra’ FELTER A @ Dave | 020 8554 0023 BX4.101 Get Help | Log Out
RingCentral Webinar, an add-on for RingCentral
Meetings, lets you host virtual events and online Phone System  Users  Repors»  Calllog | Biling | Tools = & B
training with up to 10,000 attendees. Attendees can
join from desktops, tab]ets, and smart devices, orfroma [£) Senice Plan Large Meeting RingCentral Webinar RingCentral Raoms Room Cannector
telepresence system.
. . . B3 Payment Method Search Q All v -+ Add Licenses
RingCentral Webinar is a user-based license for users . r e
0 remove licenses, please cal ustomer Support.
who need to host online events. It is not an account- @ menatna
Wide “(:ense. Calling License Type Assigned To Ext. Date Added ’
‘Webinar 100 NA NA 04/18/2017 Assign
Add a RingCentral Webinar License o I - - -
1. From the Admin Portal, select the Billing tab. o
2. Click Meetings.
3. Click RingCentral Webinar Your existing
Ilc_enses are.dlsplayed' Add RingCentral Webinar Licenses x (Shew | 25 1 <f@>
4. Click Add Licenses.
5. Enter the number of each type of license. 1 AddLicense 2 Confim Order 3 Order Confimation
6. Click Next. -
7. The purchase information is displayed. — o 4ot Liconees
8. Click Next and complete the transaction.
. Webinar 100 License $40.00 Monthly 0 +
To remove licenses, call Customer Support.
. . . . . Webinar 500 License $140.00 Maonthly 0 +
To assign or reassign a license, click Assign and select a
user. Webinar 1000 License $340.00 Monthly 0 +
Webinar 3000 License $990.00 Menthly 0 +
License Sub-total*
*Total charges do not include taxes, fees and prorates. 50.00

Q

Cancel
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Add RingCentral Rooms Licenses

RingCentral Rooms is a cloud-based HD video
conferencing solution for every conference room.
RingCentral Rooms transforms your conference room
spaces into dynamically enabled web conferencing
destinations. You can easily set up, hold, and manage
web conferences with the highest quality “in-room”
experience.

Google and Microsoft Office 365”‘/Exchange® are
integrated for simple conference scheduling and
calendar synchronization. RingCentral Rooms
automatically displays all of your scheduled meetings
for the specific conference room.

RingCentral Room Connector enables your existing
H.323/SIP room systems to communicate with other
meeting participants from desktops, tablets, and mobile
devices. Room Connector works with a wide range of
video endpoints from Polycom, Cisco, Lifesize and
more.

RingCentral Rooms requires a RingCentral Office
subscription and add-on licenses for the RingCentral
Rooms conference rooms.

RingCentral
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You set up Rooms and Room Connector licenses, and
Rooms conference rooms in the Admin Portal. The RingCentral @ 0205554 102364 101 Gelhe | Log O
management tasks for RingCentral Rooms and Room

. . . Phone Syst u Report Call L Bill Tools ¥ B e
Connector include: Add RingCentral Rooms Licenses o o o e v o I
¢ Add RingCentral Room Connector Licenses 81 Senice Plan Large Mesting  RingCentral Webinar  RingCentral Rooms ~ Room Connector
e Download RingCentral Rooms Software a
. . E Payment Method To remove licenses, please call Customer Support. -+ Add Licenses
¢ Add RingCentral Rooms for meeting spaces
) Llcense Type Cost Center Cede Date Added ~
¢ View Rooms in Your Account g Tane 5
lingCentral Rooms 123456 07/08/2016
e Manage RingCentral Rooms General Settings : | ——_—— iaEs oroarzots
BB Meetings
Add a RingCentral Rooms license el e e
X - Feni e e RingCentral Rooms 123456 07/08/2016
1. From the Admin Portal, select the Billing tab.
2. CI!ck Meetings. S [ ot
3. Click RingCentral Rooms. Your existing licenses Czgemet . . 1
. ofal: 4 OW: 25 v < >
aredisplayed.
4. Click Add Licenses. .
5. Enter the number of licenses.* d '"C'a‘ R”“‘“a"
. . ingCentral Rooms Licenses Status: Licenses already added: 1
6. Click Add Licenses. Liandes rubr b i
7. The purchase information is displayed. Voo 050 e g Contd o Lo st o Q-
8. Click Next and complete the transaction. Eris et Liaats : Updse
‘RingCentral Rooms Licenses are $468.00/licenss.
For more information on managing and configuring Q
RingCentral Rooms, see “RingCentral Meetings” on riad s — o,
page 231' “Total Charges 00 not ciuce It Fed 45 prvated.

*You can add a maximum of 50 RingCentral Rooms licenses at
atime. If you plan to purchase more than 50 licenses in bulk,
you must break the purchase into several orders.
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Add RingCentral Room Connector Licenses

RingCentral Room Connector requires a RingCentral
Office subscription and add-on licenses for the
RingCentral Room Connector conference rooms.

To add a RingCentral Room Connector license:

1. From the Admin Portal, select the Billing tab.

2. Click Meetings.

3. Click Room Connector Your existing licenses are
displayed.

4. Click Add Licenses.

5. Enter the number of licenses.*

6. Click Add Licenses.

7. The purchase information is displayed.

8. Click Next and complete the transaction.

For more information on RingCentral Room Connector,
see the knowledgebase article, Getting Started with
RingCentral Room Connector.

RingCentral’

Phone System Users

13

<<
i

=]

Service Plan

Payment Method

International
Calling

Meetings

Device Orders

Cost Center
Management

Reports

Large Meeting

Call Log

RingCentral Webinar

0

To remove licenses, please call Customer Support.

License Type

Room Connector

Room Connector

Room Connector

Room Connector

Total: 4

RingCentral

COLTNELTE IR @ Dawe | 020 8564 D023 Ext 101 GetHelp | Log Qut

Billing Tools v
RingCentral Rooms Room Connector
Cost Center Code Date Added
123456 07/08/2016
123456 07/08/2016
123456 07/08/2016
123456 07/08/2016

L & B

Q

-+ Add Licenses

Show: 25 v < 1>

‘Add RingCentral Rooms Licenses

RingCentral Reoms Licenses Status:

Enter Number of Licenses 1

Recurring Charges
RingCentral Rooms Licenses

“Total harges oo ot ko tares, oes s vt

1
1000

You can dd up to 50 multiple RingCentral Rooms Licenses at a time. 9 ?"
Update

RingCeniral Roams Licenses are $468.00icense. Q

Licenses already added:
Licenses number limit.

Sub-total
1x §468.00 $488.00
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Manage Device Orders
The Device Orders management feature allows you to RingCentral @se 1020551 0 BTN GatHalp | Log Ot
view past orders and edit those device orders that are
. . . Phone System Users Reports Call Log Billing Tools v % B
in pending status to change the devices ordered, or the
shipping address.
. . 3 %) Service Plan Search Orders From | Past 6 months v Search Order Q
You can edit those orders during the hold period that
occurs from one to four hours after your initial order B3 Famant Mothos ORteF NLTEF Otact e Gl Device iy i
placement. An order can only be modified a single time, 418008 010812016 1:54 AM 4 Pending oEa Order
after which is it submitted immediately to the @ porat
. . . "9 2. Update Shipping 3. Review and Submit 4. Order Confirmation
distributor for processing.
. — [ ] T - 418001
1. From the Admin Portal, select the Billing tab. = S8 Order, 4 TR
2. Click Device Orders. B i s i dteaen iese Sl et MY,
. . . Device Orders
3. Click Edit Order on a pending order. Original Order
4. Select the pencil icon to make changes. Select the e Quantty  Area Code Phone Originai Charges®
items that you wa nt to Change and cha nge the Management 4 (415) I8 Polycom VWX-310 Gigabit Etheret Phone $336 00 (4 x $209.00) - one time o 7/

devices (one or many) to the desired device.
5.  Once completed, new charges (or credits) are

Order Changes
Quantity Area Code Phone New Charges/Credits”

dISpIayed. @ 15) 1§ Polycom VWX-310 Gigabe Ethernet Phone ($418.00) (2 x $209.00) - one time

6. Click Next.

2 (415) I8 Yeaiink W52P with 2 Handsets $678.00 (2 x $339.00) - one time

Original Phone Order Charges Phone Order Charges/Credits (O

One Time Charges Sub-total” One Time Charges/Credits Sub-total”
Phones $336 00 New Phones $678.00
Shipping Fees $2155 Credsts from Onginal Order ($418.00)
Recurring Charges Sub-total” Recurring Charges/Credits Sub-total*

Phone Rental $0.00 New Phone Rental $0.00
Rental Credits from Original Order (50.00)

Total Paid*: $857.55 New Sub-total Charges/Credits®: .00
*Tolal charges do nol INClude 1axes, fees, prorafes and ascount —
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0 00 N

0.

11.
12.

Change the shipping address, if desired.
Click Next.
Review the changes.

Check to indicate your acknowledgment of the
sales conditions and understanding of the new

charges.
Click Next.

Confirm that once submitted, you can no longer

update the order.

RingCentral

2 UpstoShoony S e

Update Shipping for Order 418008

Shipping Groups ©

Quantty  Destination Shipping Method
2 1400 Fashion Island Bivd, Ste 700, San Mateo, CA, GROUND View v Change Shipping Delete
2 20 Davis Dr, Beimont, CA, 94002-3002 GROUND Viewv  Change Shipping  Delete

Select shipping for the phones below:
Add to Shipping Group Q
Phone Phone Number Assigned To Ext.

All phones assigned to shipping groups

Original Phone Order Charges Phone Order Charges/Credits (©

One Time Charges Quantity  Sub-total® One Time Charges/Credits
Phones 4 $836.00 New Phones.

Credits from Original Order
Shipping Fees. 2155 New Shipping Fees.

Shipping Fees from Original Order
Recurring Charges Sub-total” Recurring Charges/Credits
Phone Rental 0 5000 New Phone Rental

Rental Credits from Original Order
Total Paid": $857.55 New Sub-total Charges/Credits*:

Quantity  Sub-total®
$678.00

@ (8418.00)

— s2842

—($2155)

*Total charges do nol include taxes, fees, prorates and discount. m

1. Edit Phone 2. Update Shipping 3. Review and Submit 4. Order Confirmation

Review and Submit

Charges
One Time Charges Charges
Additional RingCentral Services (@ $586.42 Expand
Charges: $586.42
Adjustments
One Time Charges Credit
Credit - Additional RingCentral Services @ (8390.83)  Expand

Adjustments: (§390.83)

Taxes, Charges and Fees

State and local taxes and fees $5164

Taxes and Fees: $51.64

Adjustments are calculated based on the unused portion of your previous service(s) and deducted from the
cost of your new service(s)

All charges will appear as "RingCentral, Inc* on your credit card statement and will be charged to the credit
on file for this account. Your credit card information is encrypted and processed on a secure server.

« | I acknowledge that | have read this information and understand the itemized charges listed above. |
authorize the total amount of $247.23 to be charged to my credit card ending in [*1111].

Notification

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
changes.

®
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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.

RingCentral

RingCentral’

LUULLELE I @ Dave | 020 8554 0023 Ext. 101

Get Help | Log Out

Request Number: -1
Number of Device: 2

Shipping Speed: GROUND
Tracking Number:
View Device List

Package ID: 420008
Request Number: -1
Number of Device: 2

Status: Submitted
Shipping Speed: GROUND
m Cost Center Tracking Number:

Management View Device List

1400 Fashion Island
Bivd, Ste 700, San
Mateo, 94404-2073

Shipping Address:
20 Davis Dr, Belmont,
'94002-3002

Phone System User Management Call Log Billing Tools v dotg A E
=] Service Plan Search Orders From | Past 6 months v Search Order Q
E P: ent Method ‘Order Number ‘Order Placed ~ Device Quantity Status
418008 01/08/2016 5:28 AM 4 Submitted View Order ~
@ International
Calling
< Mestings
— - —
weﬂtra' @ Dave | 020 8554 0023 Ext 101 Get Help | Log Out
Phone System User Management Call Log Billing Tools v H &K B
=] Service Plan Search Orders From Past 6 months v Search Order [0 F
E P ent Method Order Number Order Placed ~ Device Quantity Status
418008 01/08/2016 5:28 AM 4 Submitted View Order ~
@ International
Calling Order Details.
Package ID: 419008 Status: Submitted Shipping Address:
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Cost Center Management*

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.

1. From the Admin Portal, select the Billing tab.

2. Click Cost Center Management.

3. Select an existing Cost Center Code (Customer
Service in this example).If you do not have any
cost center codes, see the next page on how to
create one.

4. Click Code Info to edit the Name and Billing Code
or Delete the code.

5. Click Recurring Billing Items to view Bundled
Items or any Additional Items that have been
scheduled as recurring billing items for this cost
center code.

*To enable the Cost Center Management feature, contact
your RingCentral Account Manager.

RingCentral

Phone System Users

E] Service Plan

B Payment Method

@ International
Calling

Reports Call Log

Cost Center Management

You have 5 Cost Center Codes

Main Company
Idain

Secondary

o ENL NS @ Dave | 020 8554 0023 Ext. 101

Billing Tools »

4

3 Customer Service

B4 Meetings

Device Orders

m Cost Center
Management

Sales
Shipping

Warehouse

Update All Billing ltems

Add Cost Center Code

RingCentral

Get Help | Log Out

S b B

Customer Service w4
Code Info

Name: Customer Service

Billing Code (optional): 200

Parent Cost Center Code:  Main

Delete

Cancel Save

Recurring Billing Items

Customer Service e
Code Info
5 Recurring Billing ltems

Recurring Total:  $0.00 monthly

Bundled ltems Additional ltems

There are currently no bundled billable items associated with
your Cost Center
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Update and Add Cost Center Codes

1. From the Admin Portal, select the Billing tab.
2. Click Cost Center Management.
3. View your current Cost Center Codes..
4. Click Update All Billing Items.
a. Download the template for updating your
billing items
b.Follow the instructions on the downloaded
template and fill out the spreadsheet.
c.Upload your completed spreadsheet to update
your billing items.
5. Click Add Cost Center Codes.
a. Enter a name for your new Cost Center Code

and a code if you'd like.
b.Select a Parent Cost Center Code.
c.Click Save.

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.

RingCentral

Phone System Users

13

g
!

Reports

OCosl Center Management

You have § Cost Center Codes

Service Plan

P it Method
S Main Company
Main
International Secondary
Calling
Customer Service
Sales
Meetings
Shipping
Warehouse
Device Orders
Cost Center
Management

Update All Billing Items
dd Cost Center Code

call Log

RingCentral

Admin Portal @ Dave | 020 8554 0023 B41.101 GetHelp | Log Out

& B

Billing Tools v o

Update Items

You have 4 ltems
If you already have a filled out template please proceed to Step 3.

Step 1: Get Template

Download

or Email: Add one Email address Send

Step 2: Fill Out Template
@ Step 3: Upload File

CostCenterCodeTemplate x Browse Upload

Add New Cost Center Code x

@ Enter Name: Training

Billing Code (optional): 600

Select Parent Cost Center Code:

Customer Service
Sales

Shipping

‘Warehouse

&
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CloudConnect

nf ntra" @ Dave | 020 8554 0023 Ext. 101 Get Help | Log Out
CloudConnect allows a customer to connect to the
H H H Phone System Users Reports + Call Log Billing Tools v Qa =
RingCentral UCaaS cloud infrastructure by using a
dedicated link with high quality of service.
) Sanvica Plan CloudConnect
Once purchased and enabled, admins can view
information about licenses. You'll be able to read a 59 Faymment Mathad
listing of the license types, the cost center codes, and Heense type ost Center Goce prenses o
the date the license was added to the system. @ nematona Castome O e P e e i
R — CloudConnect - Cloud Exchange 200mb/s RingCentral Inc. 03/30/2017
1. Fromthe Admin Portal, select the Phone System
tab. B4 Mestings
2. ClickBilling.
3. Click CloudConnect. q@ CloudConneet
This feature is available on an on-demand basis. Contact (o
RingCentral Support to discuss the requirements for enabling
this feature for your account. e

Total: 0 Show: | 25 v| < 1 >
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Live Reports

Live Reports provides access for users to build
dashboards and reports to show data on inbound and Phone System ~ Users ~ Reports>  Calllog | Biling | Tools > L B
outbound calls in close to real time.

il d Admin Portal
ngCentral o @ Dave | 020 8554 0023 Ext 101 Get Help | Log Out

. . [ Service Plan Live Reports
When Live Reports is enabled for your account, users
with Live Reports permission has access to Live S payment thod e O ey e (e )
Reports. You can track the number of RingCentral Live
Reports licenses billed to your account. @ mamaon Liconse Type teind B
Calling
. Live Reports 051672017
To change the number of licenses on your account, you
must call RingCentral Customer Support. B eetings e Fepeors et
. . R Live Reports 05162017
1. From the Admin Portal, click Billing. @ CloudConnect
2. Click Live Reports. Livs Fioperte bl
q& Live Reports Live Reports 051162017
This feature is available on an on-demand basis. Contact Live Roports 050972017
. . . . Devics Orders
RingCentral Support to discuss the requirements for enabling — a0t

this feature for your account.

Total: 0 Show: | 26 v ¢ 1 >
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Tools Menu
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Tools

In the Admin Portal, the Tools menu lists many important features for your
company’s phone system.

Meetings includes tools for RingCentral Meetings, such as software
download, configuration for your web conferencing settings (for Meetings,
Rooms, and Webinar), and reports. To learn more about this, see,
“Introduction to Managing Meetings” on page 232.

Archiver lets you securely save your messages and recorded calls
automatically and easily search the stored data at any time from within
your Dropbox account to quickly retrieve the records. To learn more about
this, see “Archiver” on page 215.

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. To learn more about this, see “Appearance” on
page 216.

Session Timeout lets you configure a session timeout for all users. To learn
more about this, see“Session Timeout” on page 217

Hot Desk Session Timeout specifies the time period when guest users will

be logged out from phone endpoints. To learn more about this, see “Set the
Hot Desking Session Timeout” on page 144.

1 Not available for one-line accounts.

RingCentral

2 Active Directory available for Office Premium and Ultimate users only
3 Available for US users only.
4 Available for Office Premium and Ultimate users with Multi-Level IVR.

Single Sign-On1 lets employees in a company access multiple applications
with one set of credentials. To learn more about this, see “Single Sign-on*”
on page 220.

Directory Integration2 see allows lets you automatically provision users
from your Active Directory or G Suite corporate directory into
RingCentral. To learn more about this, see “Directory Integration” on
page 223.

Multi-Site Settings4 allows you to configure and manage your different
office locations under one account. To learn more about this, see “Multi-
Site Settings” on page 224.

Note: Users in Canada will also see an option for Enable Free Line for All
Users in the Tools menu (this option is enabled automatically for US users).
The Free Desktop App line is a free additional outbound line that may be
assigned to user’s Desktop App enabling you to allow users to make
outbound calls. Be aware that the Free Desktop App line may incur taxes
and fees.
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Archiver

RingCentral Archiver makes archiving important
communications data simple and convenient through
the seamless integration of SFTP or Dropbox cloud
storage with your RingCentral service.

With RingCentral Archiver, you can securely save your
messages and recorded calls automatically and easily
search the stored data at any time from within your
Dropbox account to quickly retrieve the records you
want.

Configure RingCentral Archiver

1. From the Admin Portal, select the Tools tab.

2. Click Archiver and log in to the tool with your
RingCentral or Salesforce credentials.

3. The Accounts tab displays the connection status

of your accounts. Click Connect and enter the

credentials to connect RingCentral to your

Dropbox or SFTP account.

Click Sync Options.

When connected to the Dropbox account, you

can enable or disable data backup from

RingCentral to Dropbox or SFTP by selecting

Enable Backup.

vk

RingCentral Archiver will run the job on an
hourly basis and archive to Dropbox or SFTP all
of the extensions’ call recordings generated
within the hour before last Archiver job run.

6. 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
and/or Fax.

For more information on using the RingCentral
Archiver tool, see the RingCentral for Dropbox User
Guide.

RingCentral

RingCentral

Phone System Users Reports Call Log

E ‘Company Info

\# Phone Numbers

D Auo-Receptionist Edit Company
Business Hours

Accounts Sync Options Logs

o Select Account To Connect

Dropbox
Not connected

Not connected
‘ Google Drive
Not connected

Accounts OSVnc Options Logs
0 Data to backup

| Company Shortcuts

Hot Desk Session Timeout

CCLLLCU RS @ Dave | 020 8554 0023 Ext 101 GetHelp | Log Out

Set Company Publish Company
CallerID Info to Directory

Assistance

0 Enable Backup
o


https://netstorage.ringcentral.com/guides/dropbox.pdf
https://netstorage.ringcentral.com/guides/dropbox.pdf
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Appearance

Add your company logo to your RingCentral online
account for a custom look. Take one step further and
link your company logo to your company’s website for
easy navigation.

To upload and link an image:

1.
2.
3.

vk

From the Admin Portal, select the Tools tab.
Click Appearance.

Click Browse to browse your computer for an
image to upload and select the file you want to
use.

Click Attach.

Enter the URL that will be opened when a user
clicks on your image.

Click Submit.

View your logo in the upper-right corner of your
online account and test the URL by clicking on
the image.

RingCentral

Admin Portal v @ Dave | 020 8554 0023 Ext 101 GetHelp | Log Out

Phone System Users Reports Call Log Billing Tools » & B

RingCentral’

Meetings

' | Company Shortcuts o g

E ‘Company Info Session Timeout
Hot Desk Session Timeout

IVR
& Phone Numbers | Single Sign-on n
Active Directory

HIPAA Conduit Setting

2 Auto-Receptionist Edit Company Change Company Set Company Publish Company
Business Hours Greeting Caller ID Info to Directory
Assistance

RfHQCentm[" @ Dave | 0208554 0023 B 101 GetHelp | Log Out

Phone System Reports Call Log Billing Tools = L & B

‘Add a logo to your RingCentral Service Site Learn more

Upload alogo

Image: MyCompanylLogo jpg Browse [ Attach

SetURL to load when user clicks on logo

0 URL. WWW.mycompany com

Ri Cent a' VOTNGEN PR @ Dave | 020 8554 0023 Ext 101 GetHelp | Log Out

Phone System Reports Call Log Billing Tools = .,C:'), % B
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Session Timeout

Configure a session timeout for all users on your
account. If auser is inactive for a certain period of time,
awarning 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:

1. From the Admin Portal, select the Tools tab.

2. Click Session Timeout.

3. Click the drop-down to view a list of time
intervals.

4. Select the time interval you would like to use.

5. Click Save.

RingCentral

00:57

‘Your session is about to expire.
Ifyou would like to keep your session alive, press "OK” to continue

OK

Ringcentﬂa’ Admin Portal « @ Dave | 020 8554 D023 Ext 101 GetHelp | Log Out
Phone System Users Reports Call Log Billing Tools = gen AL TR
Meetings
| C Sh I"t t Appearance
E Company Info ompany oricuts Session Timeout
Hot Desk Ssssloni}T?nEuul
VR
\f Phone Numbers | Single Sign-on n
Active Directory
HIPAA Conduit Setting
g Auto-Receptionist Edit Company Change Company Set Company Publish Company
Business Hours Greeting Caller ID Info to Directory
Assistance
R; Central VRIS @) Dave | 020 8554 0023 Ext. 101 GetHelp | Log Qut
Phone System Reports Call Log Billing Tools » oS ER

Session Timeout

Log users outafter: | 30 minutes \@f} ofinactivity,
our
| 2 hours

4 hours
8 hours
I 24 hours
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Account Federation

Account Federation* (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 A consolidated 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 torequest 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
extensions number of the linked account for you
by applying a template.

4. When the Account Federation setup is complete
all the account users can find one another across
accounts on all endpoints.

*Feature not available for all accounts. Contact RingCentral
support to evaluate if your account qualifies for this feature.

RingCentral
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Setting up Account Federation

Account Federation provides the administrator a list of
linked accounts. To access Account Federation:

1. From the Admin Portal, click the Tools tab.

2. Click Account Linking.

3. Your list of linked accounts is displayed.
Federated Name helps differentiate one account

from another.

RingCentral’

Phone System

newAcctFed

User ID

400153147006

400162283008

400153147014

400162286228

Users Reports

~  Company Name

RINGCENTRAL
RINGCENTRAL
RINGCENTRAL

RINGCENTRAL

Call Log

Admin

Billing Tools -

Meetings
Archiver
Appearance
Session Timeout

Federat Number
Hot Desk Session Tmeout -

Account Linking

AcctFed|  ginois sign-on sT24120
ActFeq)  Directony Integration 119
AcotFed001 12108724724
AcciFedooz 412106724141

RingCentral

LSS @ Dave | 020 8554 0023 B 101 Get Help | Log Out

L & B

Linked Date Exts Duplicating with
current account

05/15/2017 No
05H5/2017 No
05/15/2017 No
05M15/2017 No
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. . %
Single Sign-on ;

Single Sign-on allows employees in a company to access RingCentrafl o @01z | 0gses 0B et
multiple applications with one set of credentials. You Foegism et Moy Callg Bl st ¥ B
can work with RingCentral Customer Support to set up

Single Sign-on for your RingCentral services. or you can

Appearance
set it up by yourself. & Phone umbers Seasan imecua n

ol s | Company Shortcuts arghiver

Single Sign-on

One of the SSO services that RingCentral integrates D tutoRecaptons e e —— ST ot
with is Google SSO, which allow G Suite customers to P | HowdoL.. | Ao er

use the Google SSO service (offered as part of G Suite i ——— R

IDaaS) to sign into RingCentral. Google lists TR | ot calnuaang I e Ml i

Change company voicemail

RingCentral as an approved SSO app in their SAML App -
catalogue. The configuration process involves
configuring RingCentral for SSO in G Suite Admin

Single Sign-on (SSO)

. . . . RingCentral Single Sign-on (SSO) service lets your company authenticate your RingCentral users through your pany-level network login
Console and configuring RingCentral SSO as described peliorol i e il a S youhee oh ¥ og
here. For more information on Configuring Google SSO For the first time setup, please finish the configuration in order to turn on SSQO for your company.
with RingCentral, see Google Auto User Provisioning. 0 SO Configuration
. . Cl one of the ions w to set up SSO for your company.
1. From the Admin Portal, click the Tools tab. A i
2. Click Single Sign-on. Sét i SSO i Vel
. Contact Customer Support
3' Choose an optlon to set up SSO: Slep_l:Upk:ad identity provider metadata file and Customer support number
e Set up SSO by yourself: use the self-service ki Contact AingCentral customer support 0 s up S50
Ul to configure the Service Provider (SP) - Vew Dot
settings. Perform the steps in Set up Single Step 2: Export Servics Provider metadata and import t nto
your Federation Server.

Sign-On by Yourself.
e Contact Customer Support: use RingCentral
Customer Support to configure the Service

Download

Provider (SP) settings. Click the View Detail Enable S50

link, and perform the steps in Contact e S58 Borin

Support to Enable SSO' Identity Provider Entity ID 880 unique ID
http://www.okta.com/fgeuigrh TGEfjdn Email

*Available for Premium and Ultimate users only.


https://netstorage.ringcentral.com/guides/google_auto_user_provisioning_guide.pdf
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Set up Single Sign-On by Yourself

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.

In the Set up SSO by yourself box, click Set Up to
set up SSO for the first time, or Edit to change
your configuration.

Upload the Identity Provider metadata from
either a local file or an URL from your IdP. If the
IDP entity ID has already been used by another
account, you need to contact support for
manually configuration.

Once uploaded, the information will be parsed
from the metadata and displayed automatically.
Select the attribute in your metadata which
should be mapped to email on RingCentral. The
Map Email Attribute To menu lists all the
attributes parsed from the IdP metadata.

If the metadata already contains the certificate
information, it will show in the list. Otherwise,
add the certificates manually. You can add
multiple certificates, but only the ones ordered as
Primary and Secondary certificates will be used.
Click Save.

Click Download to export the Service Provider
metadata and import it into your Federation
Server to complete the configuration.

Check Enable SSO Service.

Click Save.

SS0 Configuration

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

Set up SSO by yourself

2 4

Step 1: Upload identity provider metadata file and certificate.

0561 Up

Step 2: Export Service Provider metadata and import it into

your Federation Server.

(5 3

Q

Enable SSO
Enable $SO Service

Identity Provider Entity ID
http://www.okta.com/fgeuigrhTGEfjdn

Allow users to log in with SSO or RingCentral credential

3 4
44

RingCentral

Set up Single Sign-on x
In order to st up SSO properly, please upload your identity Provider (IDP) SAML metadata first, and then make sure the
atfribute is mapped correctly,
Upload IDP metadata
Please upload a valid SAML metadata fie.
Upload Metadata by
Upload viith file v

Browse

S$80 General Information

Identity Provider Entity ID ‘Connection Protocol
Mone SAML 2.0
Browser S50 SAML Profile

IDP-initiated SSO and SP-initiated S50

Connection Type
Browser S50

SAML Bindings

HNone

Attribute Mapping

Please make sure the email atiribute is mapped to the corect value in the metadata,

Map Email Attribute to
None

Certificate Management

Please upload cerfificate and st the primary one

1 Upload

Order Subject DN Signature Algorithm Expires

No result. Please upload metadala file first.

Ganee! “

S50 unique ID
Email
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Contact Support to Enable SSO

This section describes how you prepare the request,
and contact RingCentral Customer Support to
configure the Service Provider (SP) settings required to
enable SSO on your IDP server:

1.

In the Contact Customer Support box click the
View Detail link, and perform the steps as
described.

Get your SAML 2.0 metadata details from your
Identity Provider (IDP), such as PingFederate,
Okta, or a homegrown IdP.

Click RingCentral Customer Support Number
and call 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.

You will receive an email from RingCentral
containing your SAML 2.0 SP metadata. Import
the metadatainto your IdP server to complete
the configuration on your IdP.

Check Enable SSO Service.

Click Save.

SS0 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

RingCentral

Contact Customer Support

Customer support number

Set Up Cm?\ng(:enlra\ 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

gstep 1. Prepare IDP SAML 2.0 medadata

To set up SSO, we need your SAML 2.0 metadata details from an Identity
Provider (IDP), like PingFederate, Okta, or a homegrown IDP.

SAML 2.0 Reference

Sample SAML 2.0 metadata

ostep 2. Call RingCentral Customer Support

Call RingCentral Customer Support and request Single Sign-on sefup
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

ostep 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 fo import this data into your Federation Server.

OK
Enable SSO
Enable SSO Service
Identity Provider Entity ID $50 unique ID
http://www.okta.com/fgeuigrh TGEfjdn Email

Allow users to log in with SSO or RingCentral credential
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Directory Integration

Directory Integration lets 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
synchronise Active Directory and RingCentral on user
status. Users are automatically enabled or disabled in
RingCentral as they join or move around your
organization.

For more details on integrating RingCentral with Active
Directory, click here for the Active Directory
Implementation Guide.

To set up the RingCentral integration service:

1. From the Admin Portal, click the Tools tab.

2. Click Directory Integration.

3. Select Active Directory.

4. Click Enable Active Directory.

5. If you are not already an Okta member, sign up
for Okta by selecting Become an Okta member.

6. Configure in Okta the settings for integration
with Active Directory, and save the settings in
Okta. The provisioning process starts.

7. Review the provisioning results. You will receive
an email containing the provisioning results,
including a summary and report.

If required, edit the extensions of provisioned users in
User Management in the Admin Portal.

RingCentral

RingCentml OIS @ Dave | 020 8554 0023 BM. 101 Get Help | Log Out
Phone System Users Reports Call Log Billing Tools » ,,5, % =
Meetings
Archiver
| Company Shortcuts

E Company Info Appearance
Session Timeout
Hot Desk Session Timeout

\:E Phone Numbers & single Sign-on n

Directory Integration

Q Auto-Receptionist Edit Company Changeompany Set Company Publish Company
Business Hours Gr:ting CallerID Info to Directory
Assistance

Select Directory Provider (0

@® Active Directory

4

RingCentral Active Directory Integration service lets you automatically provision users from Microsoft Active Directory / LDAP to RingCentral. Okta syncs Active
Directory / LDAP and RingCentral on users status, so users are automatically enabled / disabled in RingCentral as they join or move around your organisation
Connect RingCentral user management to your Active Directory / LDAP with Okta. Enabling Active Directory / LDAP integration with RingCentral is simple, wizard
driven process

Learn more >

Qkta Setup
Step 1: For your Active Directary to provision correctly, all email addresses should be unique within your account. Please verify there are no duplicates te continue.

Enable Active Directory

Step2: Sign up become an Okta member
Become Okta Member
If you are an Okta Customer, please login into your Okta domain URL

Step 3: Configure RingCentral Active Directory Integration settings in Okta. After saving changes, provisioning will start.

Please note: If you would like pre-assigned extensions, please make sure the correct extensions are in the Active Directory / LDAP. Otherwise, extensions are
randomly assigned after provision configuration

Review Provision Results

P 999

After provisioning is completed, you can review the results in the Okta Report section. An email with the provisioning results (including a summary and report) will also
be sent after provisioning. You will able to review successful provisioning results and any errors that may occur in the email

Managing Provisioned users

If you would like to edit extensions of the provisioned users, you can do so in the undefined's User management page.


https://netstorage.ringcentral.com/guides/ad_integration_guide.pdf
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Multi-Site Settings :
Multi-Site Support provides a management solution for RingCentral’ bR @ D7ve!0203554 002ZEA 101 Gatkelp | Log Out

customers with multiple branch locations. Multi-Site

. . . . . Phone Syst U Report Call L Bill Tools v B
Support is available for RingCentral Office Premium Sl e SR — — 6 & B
and Ultimate users with Multi-Level IVR enabled. ‘ Mestings

Bl ey i | company Shortcuts ropearance

Accounts configured with multi-site support can enable

Session Timeout
the Site Code feature to define a dial plan for intra-site T S , (o)
and inter-site calling. This feature allows the
-

administrator to allocate account user or group 0 ok oo o &,m.w, = e, oy B

. . . Business Hours reeting Caller ID Info to Directory
extensions for defined sites. Assisance
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. 9(/

To enable your account to support multiple sites:

Site Codes

1. From the Admin Portal, click the Tools tab.

2. Click Multi-Site Settings. -

3. Check the box beside Enable account support ——
for multiple sites. e

4. Configure site codes, if required for your dialing OL
plan. See Manage a Dial-Plan Across Sites.

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.

For more information on Multi-Site support, see:
e Create a New Site
e Manage a Dial-Plan Across Sites
e Move Assets Across Sites
e Manage Sites with Multi-Site Support
e Manage Auto-Receptionist with Multi-Site Support

e Manage Permissions in Multi-Site Accounts
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Create a New Site

RingCentral Multi-Site support allows you to provision
independent account configurations for your 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 asite:

1.

2.

From the Admin Portal, click the Phone System
tab.

On the Company Info page, click New Site.

On the 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 to proceed.
On the Site Settings page, configure the Regional
Settings and Business hours. Click Next to
proceed.

Assign Numbers to the Site. You may assign
existing numbers or add (and purchase) new
direct numbers. Click Next to proceed.

Phone System| Usars

oE—]

Search sites...

New Site

¥ Prone Numbers 01 Site Info 2 Site Settings 3 Number(s) 4 Galler ID Name 5 VA Many 6 Cost Genter Goda

New

General Info Address
9 auvto-Recoptionist
Site Name. Site Address
Please select ¥
5 6 Gl
2 Other(s)
Site Extension Copy Settings from ©
aco1e Selact Site
Phones & Devices.
New Site x
. o 2 SiteSettings 3 Numbr(s) 4 Caller ID Nama 5 IVR Menu 6 Cost Center Code 7 Summary
Regional Settings
Time Zone Time Format
(GMT-08:00) Pacific Time (US & Canada) ® 12h(APM) @ 24N
Home Country Code User Language O
United States (1) English (U.S.)
Greetings Language O Regional Format @
English (US.) United States
Business Hours
® 24 hours /7 days aweek (O © Custom hours ©
=
k S — S 4
| New Site X
- Sto Info - suge 3 Mumber(s) 4 CaleriDName 5 MRMenu & CostCantor Codo 7 Summary
Ploase assign new or xisting phone numbers 10 the sita. You may skip the step by proceading 1o nex! step.
Existing Numbers (0) New Numbers (0}
| | search G| AN Locations ~
Show All | Show Selected (0)
|
Number Location v Assigned to Ext. Type
(289) 2751348 Canada, Ancaster, ON Auto-Receptionist Direct
(916} B36-8652 United States, Antelope, CA  Owen Wilson 8070 Direct
(816) B36-8819 United States, Antelope, CA  James Franco 8089 Direct
(804) 3234965 United States, Bakiwin, FL  Chris Stoecker 104 Direct
(240) 317-2654 United States, Berwyn, MD  Auto-Racaptionist Direct
(815) 220-2356 United States, Bonita, CA TestQ 1 Direct

Total: 17

+ > o

2 U

7 Summary

Cancel

%
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6. Onthe Caller ID Name page, enter the Outbound
Caller ID Name.

7. OnthelVR Menu page, select an Existing IVR or
aNew IVR.

8. Onthe Cost Center Code page, select the site’s
cost center code. For more information on Cost
Center Codes, see Cost Center Management*.

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.

New Site

~ Sita Info  Site Settings v No 4 Galler ID Name 5 IVA Menu 6 Cost Centar Code 7 Summary

This name along with the phone number will be displayed 1o the called party whenever an outbound call is made using the local number
as the caller ID. Max 15 charactars. Note: Does not apply 1o 1oil-iree numbers.

Entar 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.

Outbound Caller ID Name

~ Site Info - Sita Settings

Please assign Existing or New IVR

Existing IVA New IVR

Search

Total: 15

Name

Belmont Main 1010

Chicago IVR

Denwver IVR

IVR Menu 1008

VR Menu 1007

IVA Menu 1008

IVR Menu 1012 TB

VA Menu 1015

Magic_Land_IVR 1004

Main IVR

 Site Info ~ Sile Settings

Cost Center Code Learn More

‘east coast

« Number(s)

v Numbers

 Number(s)

Naw

New Site

Back

E3

+ Galler o 5 IVR Menu & Cost Genter Gode 7 Summary

@z >

New Site

~ Caller ID Name

1010

1009

1002

1008

1008

1012

1015

Language

English (US)

English (US.)

English (US)

English (US)

English (U.S)

English (U.S)

English (US)

English (U.S.)

English (U.S)

English (US.)

Back

x

n@s Cost Genter Code 7 Summary

Back

RingCentral
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Manage a Dial-Plan Across Sites

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 multi-site dial-plan:

From the Admin Portal, click the Tools tab.

Click Multi-Site Settings.

Verify that multi-site support is enabled.

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.

5. Inthe Provision Site Codes window, the system
will suggest site codes for all sites, per selected
lengths for site code and short extension. The
User and Group extension per site will be
allocated per site code selected. Click Next.

6. 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 Done.

N S

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 digits is
available on-demand for certain international cases.

Site Codes
1 Extension Number Length 2 Provision Site Codes 3 Adjust Extension Numbers
Max Extension Length: 5 (7

Site Code Length (O

I Site Name

Short Extension Number Length

Site Codes

3 Adjust Extension Numbers

Ext. Name Target Site Site Ext number  Type of Conflict New Short Ext.  New Full Ext.
Code  with Site Numbser Numoer
Code

b

Site Codes

RingCentral

Site Code Short Site Ext.  Full Site Ext
Number Number

Sums  Mame Number Ext  Roles Department  Site Mg
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Move Assets Across Sites

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.

Move Users across Sites
To move users between sites:

1. From the Admin Portal, click the Users tab.

2. Onthe User list tab, check the box of the users
you want to assign to a different site, and click
Change Site.

3. Select the site then click Change Site. Note: 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.

Phone System !Uaere

o

Search Users Q

Dy v Sites v

® usergroups

@ Templates

| New Site 1

RingCentral

Som e xoun w5l PP ]

=  Status Name ~  Number Ext. Roles Departmeant

L] odotd Prod...  (650)437:5.. 101 Super Admin

-] Andrew White  (913)228-1... 8072  Standard (... IT

(] Brian Bolan... (323) 388-4... 8057 Super Admin  Solutions E...

(-] Charlene Lin 8071 Standard (...

Select Site x

Search Q

Site ~

Chicago

NewSite

| © orando

San Jose

Xiamen

Total: 14 Show: |25 % <« 1

| I-, Adjust time and regional setings to the sattings of the new sita? I

-+ Add User 4 Downioad User List
Site Msg. @
Compary
MagicLand /0
SoCal (Dant...
MNew Land o/
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Move IVR Menus across Sites

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

To move IVR menus between sites: e e e
1. From the Admin Portal, click the Phone System B campeny mo ]
tab, and click Auto Receptionist. - Bl ool . ool Wil
2. Click the IVR Menus tab. Select from the list of R Phone Numbers - y

IVR Menus and click Change Site.
3. Select the site then click Change Site.

v Numbers Ext. Language Site

1010 English (U.8.) Company

Select Site X
Search Q

Site w
| @ Chicago
| New Sita 1
; (2] NewSite
©  Oriando

@ San Jose
|

Xiamen

Total: 14 Show: | 25 3 < @@ >



RingCentral Office UK | Admin Guide | Tools Menu 230

Move Call Queues across Sites
To move call queues between sites:

1. From the Admin Portal, click the Phone System
tab, and click Groups.

2. Onthe Call Queues tab select the Call Queues
that you want to move, and click Change Site.

3. Select the site then click Change Site. Note: 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.

RingCentral

Phone System
(1 2R
Search Q Sites v
3
M 2 I=03

Call Queues Paging Only Shared Lines Park Locations Call Monitaring Others

Create a call queue when you want a specific group of users to share incoming calls, such as a sales, biling, or customer support department. Leam More

+ New Call Queve

= Status Name Site Numbers Ext. Msg. Members Availability (0 ~
Q. Aute-Raceptionist
El @ Denver Test Queue Denver 3 0/0 2i0
3y 6 G r
2 Oher(s) | Select Site x
Search =}
Phones & Devices
Site 4
©  Chicago
| New Site 1
| ©  MNewSits
| ©  Orlando
San Jose
|
Xiamen
Total: 14 Show: |25 % ¢ 1 >

| I-_ Adjust time and regional settings to the sattings of the now site? I
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Introduction to Managing Meetings

Meetings contains tools for RingCentral Meetings,
RingCentral Rooms*, and RingCentral Webinar*,
including software download, configuration settings,
and viewing reports. Use Meetings to:
e Download/update software for RingCentral Rooms
e Add RingCentral Rooms for meeting spaces
e Manage settings for Meetings, Rooms, and Webinar
¢ View/download reports for Meetings and Webinar

System Requirements for RingCentral Rooms

You must connect and verify operation of all hardware
before installing the RingCentral Rooms software on

the Mac® and iPad® controller.

e Windows, or Mac with Mac 0S®10.9 or later

— For single monitor: Intel® Core™ i5 2 GHz
processor or higher

— For dual or triple monitors: Intel Core i7 3 GHz
processor or higher

e Apple iPad or iPad mini™ with iOS® 7 or later (as a
control)

e Camera and audio system (microphone and
speaker)

e Monitor(s)

e Requires RingCentral Office subscription
Sharing content by AirPlay requires:

e Mac or iOS AirPlay-compatible device

e Ethernet or Wi-Fi network (802.11n technology)

*RingCentral Rooms and Webinar require purchased licenses.

RingCentral
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Download RingCentral Rooms Software

RingCentral Rooms requires installing software on both
the Mac or Windows machine, and the iPad controller.
The iPad controller software provides the meeting
controls for your RingCentral Rooms conference room.
The RingCentral Rooms application (available for Mac
or Windows) lets you set up your conference room for
one-touch meeting and calendar integration.

Install the RingCentral Rooms software:

1. From the Admin Portal, select the Tools tab.
2. Click Meetings.
3. Click Downloads.
4. Toinstall software for the iPad controller:
e Click Download on App Store.
e Install the software on to the iOS 7.0 or later
iPad through the iTunes application.
5. Toinstall software for RingCentral Rooms:
e Click Download for Mac or Download for
Windows.
e Install the software onto your machine.

RingCentral
Phone System
Downloads

RingCentral
Rooms

Es

L& webinar Settings

(@ Meetings Reports

Users

Reports Call Log Billing

iPad Controllel

Appearance

Session Timeout

for RingCentral Rooms

Hot Desk Session Tmeout

VR
Single Sign-on

Active Diractory
HIPAA Conduit Setting

Install the iPad Controller (iOS) for
meetings controls in your RingCentral
Rooms conference room

& Download on App Store

RingCentral

@ Dave | 020 8564 0023 Ext 101 Get Help | Log Out

S & B

RingCentral Rooms

for Conference Room

Install the RingCentral Rooms application
to setup your conference room for one-
touch meeting and calendar integration

& Download for Mac

= Download for Windows
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Add New RingCentral Rooms
Once an admin has purchased licenses, add rooms:

1. From the Admin Portal, select the Tools tab.
2. Click Meetings.
3. Click RingCentral Rooms.
4. Click Add RingCentral Rooms With.
5. Select the calendar integration type:
e Google Service Account
e Exchange/Office 365
e No Calendar Integration
6. Enterinformation to set up calendar integration:

For Google
e Room Resource Delegate Account: the service account
that is delegated access to RingCentral Rooms data.
e Google Service Account: The service account’s email
address.
e Service Account Private Key (p12): The service account’s
P12 private key. Click Upload and select the key.

For Exchange/Office 365

e Room Resource Delegate Account: A dedicated work
email address for this room. This email must be a Pro user
under your account.

e Room Resource Delegate Password: The password for
that email account.

e EWS URL: Exchange Web Service (EWS) URL found in
EMC/ECP.

e Domain: Applies if using domain login authentication.
Enter the domain name only.

e Room Resource Account in Exchange/Office 365: The
email address of the room set up in Exchange/Office 365.

For all Rooms
e Room Name: Conference room name.
e App Lock Code: Numeric code to lock iPad settings.
7. Click Verify to test the integration.
8. Click Add. A message indicates success.

i, Downloads

s RingCentral
Rooms

Calendar Integration

IP Phone

RingCentral

Add RingCentral Rooms With Google Service Account

i = Add RingCentral Rooms With

Room Resource
Delegate Account:

Enter the delegate email address

Google Service Account

L@ Webinar Settings

Google Service
Account:

6‘ Meetings Reports

Service Account

Private Key(.p12): Upload

Room Name:
App Lock Code:

Country United States

Add RingCentral Rooms With Exchange/Office 365

IP Phone

Calendar Integration

Room Resource

Ente elegate e address
Delegate Account: Enter the delegate email addres:

Room Resource

Delegate Password: Delegate password in Exchange/Office 365

EWS URL: | httpsi/

Domain: | optional

Room Name:

Room Resource
Account in
Exchange/Office 365:

Enter the room resource email address

App Lock Code:

Country | United States

Cancel Verify

Add

Exchange/Office 365
n No Calendar Integration

Enter the Google Service Account email address

Edit Delete
Edit Delete
.48085.0419 Edit Delete

Cancel Verify Add

Add RingCentral Rooms With No Calendar Integration

Calendar Integration

Room Name:

IP Phone

App Lock Code:

Country United States

Cancel
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V|eW Rooms 18] YOU r ACCOU nt RingCentral @ Dave | 020 8558 0023 B 101 Get Help | Log Out
You can view all the rooms that are configured with , R

. . . Phone System Users Reports Call Log Billing Tools v Oo Qa =
RingCentral Rooms licenses in your account.

. . 4. R General Setti Display Setti
View existing conference rooms o, Dowioads i e e

1. From the Ad min Portal, select the Tools tab. o Search by Room name Search Add RingCentral Rooms With ~

.. entral

2. Click Meetings. B e

3. Click RingCentraI Rooms. Room Name Type App Lock Code Creation Date Current Version Controller Version

4, gn tthe Roorps tab;jyoyt r:aRr] wzw atllsf gf rooms 3 Webinar Settings oo :*;I][txe;‘l:tl‘wud:r s sep 15,2016 %li:;;;:oswac) e ot oms 2t et

at are conrigured wi Ingentral kooms
licenses. To search for a Room name, enter a (B Mectings Reports Room 3 No Calendar o, sep1s, 2016 1 O81310706(Ma0 o, ooozn 0704 Edit Delete
Integration Downgrade

name and click Search.
5. Information is displayed for each room: Add RingCentral Rooms With

e Room Name: The name you assigned when
creating the conference room.

e Type: The type of calendar integration with
the conference room.

e App Lock Code: The numeric code that
controls access to the iPad controller
settings.

e Creation Date: The date when you created
the conference room.

e Current Version: The version of RingCentral
Rooms software installed on the Mac or
Windows machine.

e Controller Version: The version of software
installed on the iPad controller. When a
newer release becomes available, you can
click to upgrade here (or, you can downgrade
to an earlier version.)
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Manage RingCentral Rooms General Settings

You can edit general settings for RingCentral Rooms:

1
2.
3.
4
5

From the Admin Portal, select the Tools tab.
Click Meetings.

Click RingCentral Rooms.

Click the General Settings tab.

Edit the event notification settings as follows:

e Notifications: Indicate events for which you
want to receive notifications.

e Email recipients: Enter the email addresses
that receive notifications. Use a semicolon to
separate multiple email addresses.

Edit the advanced settings as follows:

e Upcoming meeting alert: enable receiving a
meeting alert on the iPad controller 10
minutes before start of a scheduled meeting.

e Start AirPlay service manually: enable users
to start AirPlay service manually with the
RingCentral Rooms Mac.

e Weekly systemrestart: enable auto restart of
your computer weekly (Saturday), between
the hours of 2:00-4:00 a.m. (local time on the
computer), when no meeting is in progress.

e Display meeting list on TV: display all
upcoming meetings on your TV, monitor or
projector display. Requires meetings to be
scheduled in Google, or Microsoft Exchange.

e Automatic direct sharing using ultrasonic
proximity signal: enables the iPad controller
to generate an ultrasonic signal that can be
detected by the Meetings desktop app.

e Display end of meeting experience survey:
prompt attendees with a feedback survey.

Click Upload to add a background image for
RingCentral Rooms. This is an image of 1920 x
1080 maximum resolution, and 5 MB size.
Click Save to save your settings.

RingCentral

Phone System Users

Downloads

RingCentral 6

Rooms.
\Webinar Settings

Meetings Reports

6 2

RingCentral

o VELTP S @ Dave | 020 6554 0023 Ext. 101

Reports Call Log Billing Tools »

0 Meeting
Rooms OGeneral Settings Display Settings

Enter email to get following event notifications:

Controller (iPad) disconnected

Selected mic, speaker or camera has disconnected @
Low bandwith network is detected

RingCentral room is offline

Controller (iPad) battery is low

High CPU usage is detected

DoDDoD@o@

Email recipients:

simon.tumansky@ringcentral.com

Use semicolon to separate multiple email addresses.

Advanced settings:

] Upcoming meeting alert

[ Start AirPlay service manually

@l Weekly system restart

@ Display meeting list on TV

@ Automatic direct sharing using ultrasonic proximity signal
[ Display end-of-meeting experience feedback survey

Support contact of your IT team:
Support Email

Support Phone

Background image for RingCentral Rooms (Max. 1920 x 1080, 5 MB)

Upload

¢ea

P
Qo

Get Help | Log Out

L B

®
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Manage RingCentral Rooms Display Settings
& E play & RingCentral

RingCentral Rooms supports multiple displays. The
RingCentral Rooms display settings you can configure
in this section apply to video and content display in all

Phone System

of your rooms. What users can see on each screen sy Bmmeis
depends on the number of participants and whether
anyone is sharing a screen. g oo

Note: to customise individual rooms, go to the Rooms
tab, click aroom name, and select Display Settings.

L@ Webinar Settings

(@ Meetings Reports

To set display settings for RingCentral Rooms:

From the Admin Portal, select the Tools tab.
Click Meetings.

Click RingCentral Rooms.

Click the Display Settings tab.

You can customise the default screen views on
one, two, or three displays. For each display
configuration, select the default screen views for
each number of participants. At least one screen
must be set to Shared Content.

6. Click Save Changes to save your settings, or click
Restore to Original Settings if needed.

ko

RingCentral

Get Help | Log Oul

o LOCOTLIEALE R A @) Dave | 020 8554 0023 Ext. 101
Tools »

Reports Call Log Billing .,CDJ., % B

9 Meeting
Rooms General Settings o Display Settings

Changes made here will be applied to all of your RingCentral Rooms

o 1 Display 2 Displays 3 Displays o

Restore to Original Settings

1 participant

Share starts

—

Me Shared Content

2 participants

Share starts

—>

Other Shared Content

3 or more participants

Share starts

—

Gallery View Shared Content
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Configure Webinar Settings

) . . R‘*ngcentra' @ Dave | 020 8554 0023 B4 101 Get Help | Log Out
RingCentral Webinar, an add-on for RingCentral
Meetings, lets you host virtual events and online Phone System  Users  Reports  Calllog  Billing Tools ¥ L & B
training with up to 3,000 attendees, joining from 9 Mestings
desktops, tablets, and smart devices. oL, Downloacs 0“"‘"‘""" Appearance

Banner  Your banner is displayed at the top of 1 Se$Sien Timeout Upload

Requirements Hot Desk Session Timeout

RingCentral Webinar allows you to add your branding

RingCentral

) ; R * GIFJPG/PEG or 24-bit PNG (noa  [yRr
which is composed of a banner and a logo. The banner R = Dimensions: 640px by 200px (5u
. . . * Your banner cannot exceed the | Single Sign-on Wy 400pX.
and logo appear on your webinar registration page, N * Maximum file ize: 1024KB Active Diractory
. . R . . . @ Webinar Settings
invitation and all emails. The banner, logo, registration ) ) ) —
. . . . . Logo Your logo is dlsplay?d on the right side™sr oo o T o To T .ation page. registration page.
settings and email settings can be customised in the OB et and i the email invitation to the webinar.
Webinar Settings page. i e
= Dimensions: 200px by 200px (Suggested)
The Webinar Settings page can be accessed in your ST G e DR A
RingCentral online account. An administrator can make
changes that will be applied to all webinars. Admin
settings are treated as a default settings across the Registration Settings Edit
entire account. However, when users make changes to Approval: No Registration Required
their own webinar settings in Tools > Meetings > My
Webinars, those settings overwrite default settings. Email Settings Select Email Language:  Englisn (U5
. . . . Invitation Email to Panelists Edit
You can edit settings for RingCentral Webinar:
Confirmation Email to Registrants: Send upon registration Send me a preview email | Edit
1. From the Ad min Portal, se'ect the Tools tab. No reminder email to Attendees and Panelists Edit
2_ CI'Ck Meetings_ No follow-up email to Attendees Edit
3. Click Webinar SettingS. No follow-up email to Absentees Edit

4. Edit the settings as follows:

e Banner: upload or delete a banner image for all
webinars. The banner is displayed at the top of your
registration page and email header.

e Logo: upload or delete a logo for all Webinars to be
displayed on the right side of the Webinar topic on
your invitation page, registration page, and in the
email invitation to the webinar.

e Registration Settings: customise settings for how
registrants register for and join webinars.
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e Email Settings: customise different email templates

to be sent to panelists, attendees, and registrants. Registrati on
Registration Settings
Edit RingCentral Webinar registration settings to Registration Questions Custom Questions
customise how registrants register for and join
webinars. The current settings are displayed in Approval
Webinar Settings.
® No Registration Required
Approval Registrants just enter their email address and display name at the time of the webinar
¢ No Registration Required: When this option is to join.
selected, recipients will be given a URL to join the © Automatically Approve
webinar and will have to enter their name and email '
to join. Registrants will automatically receive information on how to join the webinar.
« Automatically Approve: When this option is ' Manually Approve
selected, the webinar host will not need to approve The organizer must approve registrants before they receive information on how to join
every registrant. Registrants will automatically the wehinar.

receive a confirmation once registration is

complete.
Cancel Save All

e Manually Approve: When this option is selected,
the webinar host will need to approve every
registration.

To save the settings, click Save All.
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Questions and Custom Questions

Registration Registration
Edit the Questions tab to add pre-defined questions
. . . . . Registration Questions Custom Questions Registrat Quest Custom Questi
into the RingCentral Webinar registration. Select the cebn | Tebm | TeemmeeE
Add Registration Fields Create Your Own Question

fields that will appear on the registration page and set

First Name, Last Name and Email Address required. You are prohibited from soliciting confidential personal information (such as credit card

the required ﬁelds Check the Required fleld if any o Field O Required information or social security numbers) in your registration questions.
question ﬁeld IS mandatory (=] Address o Type  ( Short Answer @® Multiple Choice (One Answer)
] City o Required ]

Use the Custom Questions tab to create customised
questions that are either short answer or multiple

o Country [m] Question Would you attend a similar webinar?

) =] Zip/Postal Code =] Answer Yes.
choice. -

8] State/Province a No.
To save the settings, click Save All. oo pome N Maybe.

] Industry

Add another answer

o Organization

(=] Job Title

(=] Purchasing Time Frame

Cancel Save All

o Role in Purchase Process

o Number of Employees

(0] Questions & Comments

Cancel Save All
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View Meetings Reports

Meetings Reports helps administrators optimise the
operation of RingCentral Meetings by presenting usage
analysis and trending metrics in an easy-to-read
graphical format. You can view the following reports:

¢ Daily Report: provides metrics for each day in the
specified month, including the number of new
users, meetings, participants, and meeting minutes.

e Usage Report: two types of reports are available:
you can sort by Meetings or by users. Provides
metrics for a specified range of dates, including
meeting topics, participants, and meeting duration.

e Inactive Users: provides information about inactive
Meetings users.

e Webinar Report: allows you to generate reports for
specific Webinars. Available reports include:

e Registration Report: displays a list of
registrants and their registration details.

e Attendee Report: displays details about each
attendee.

e Performance Report: displays engagement
statistics on registration, attendance and
feedback.

e Q&A Report: displays questions and answers
from the webinar.

e Poll Report: displays each attendee poll
result.

Click Export to export a report.

RingCentral

RingCentral PULTDL TS @ Dave | 020 6554 0023 Ext 101
Phone System Users Reports Call Log Billing Tools =
o, Downloads Daily Report
Show daily number of new users, meetings, participants and meeting minutes in a month.
RingCentral
Rooms Usage Report
View meetings, participants and meeting minutes within a specified time range.
a8 Webinar
Settings Inactive Users
Show the users who are not active during a period.
G Meetings
Reports Webinar Report
View registration, attendee, performance, Q&A and poll reports for webinars.
Daily Report ~ Usage Report  Inactive Users
Fom| o7oazote |I To| o7oscois [ | Go Export
Name Meetings Particlpants Meeting Minutes
Denver Room 16 50 480
Grove Room 10 44 310
CAOPS 13 48 480
Daily Report Usage Report Inactive Users
Fom| o7082016 [B To| o7mozots [B§ | Go Export
Name Client Version Last Login

CAOPS

Grove Room

Marketing Room

4.1.50447 0513 (mac)

4.1.48992.0429 (mac)

4.1.50686.0517 (mac)

May 25, 2016 9:03 AM

May 10, 2016 8:01 AM

May 27, 2016 5:42 AM

Get Help | Log Out

o
e

& B
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Meetings Settings

RingCentral Meetings settings provide admins and
users more granular control of the user experience of
RingCentral Meetings in their enterprise. You can use
these settings to control the enablement of new
features (default to off) to better manage changes in
user experience for users.

The following Meeting settings are available:

Admin > account level settings
Configured in: the Admin portal in your online account.

Accessed from Tools > Meetings > Meetings settings

Admin > each user setting (user level)
Configured in: the Admin portal in your online account.

Accessed from Users >(Choose a user) > Meeting > edit

User > user setting (user level)
Configured in: My Extension in your online account.

Accessed from Settings > Meetings

C& webinar Settings

(B estngs Ragors

B \eesings Setings

In Meeting (Basic)

« Chat
W Feedback i RngCencral
W Aliow host o put stterdee e held (@

In Meeting (Advanced)

w QEA N webinar
« Closed cagtion
w  Dnly show defsult email when sending emal invites.

Local recandng

Email Notification

+ Vihen atendess pin mesting before host

Audio Cptions

wF Ao uSeS 10 SEICT SIRNRD Budho if thedr Chknt J8ngs

2rd party awdio conferance (D

Integration

o Goojle calendat
+ Dropbox
" Microsolt (Cne Drive)

HTML Email Template

o Use HTML Sarmat email f3e Outissk plogin (D)

RingCentral

Edi

«  Private chat
v Cohon @

W Aligw wpers to shang Meetings windows in Geskiop sharing in their clignt
SHTNGE

Breakout icom (D

¥ Vrual sackgrevnd O
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Configure Meetings Settings

Table 1 lists the RingCentral Meetings settings that an admin or user can configure in the online account.

Table 1: RingCentral Meetings Account and User Level Settings

. — User Account | Webinar
Setting Default value Description Level? Level? Support?
Personal Meeting ID Sync with Only paid user can change the value of the Personal Meeting ID. | Y N N
client The value will sync to the client PMI setting. Free users can only
see the value.
Chat On The in-meeting chat allows you to send chat messages to other | Y N N
users within a meeting. This setting controls whether you can
send a message to an entire group. A user may want to forbid to
chat in his or her meeting, or an admin may want to forbid to
chat in all meetings.
Private Chat On The in-meeting chat allows you to send chat messages to other | Y Y N
users within a meeting. This setting controls whether you can
send a private message to an individual user. A user may want to
forbid private chat in meetings.
Feedback to RingCentral On User may want to hide the option "I'd like to give feedback to Y Y N
RingCentral" after each meeting.
Co-host Off The Co-host feature allows you to assign another user in the Y Y Y
meeting hosting privileges.
Allow host to put attendee on hold | Off In meeting, host can put somebody on hold. Then the person Y Y Y
who is on hold can't hear any audio from the meeting nor see
any video or sharing content, until be resumed.
Allow users to share Meetings Off As a sales and support employee, a user want to share hisor her | N Y Y
windows in desktop sharing in own Meetings windows.
their client settings
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Table 1: RingCentral Meetings Account and User Level Settings

RingCentral

. — User Account | Webinar
Setting Default value Description Level? Level? Support?

Q&A in webinar On If the option is disabled, there isn't the option for attendees to N Y Y
ask questions in the webinar. The admin may want to disable
Q&A in all webinars.

Breakout room Off Breakout rooms allow you to split your meeting into up to 50 Y Y N
separate sessions.

Closed caption Off Closed captioning allows you or another attendee within a Y Y Y
meeting to add closed captioning in a meeting or webinar.

Virtual background Off The virtual background feature allows you to display an image Y Y Y
as your background during a meeting.

Only show default email when On Allow users to invite participants by email using the default N Y N

sending email invites. email program selected on their computer.

Peer to Peer connection whileonly | On An admin may want to forbid a P2P connection, or restrict the N Y N

2 people in a meeting port range.

Allow users to select only signed- Off A user may want to prevent those people without a RingCentral | N Y N

in user can join meeting account from joining the meeting.

Email notification: When attend- On User can disable if user does not require a notification. Y Y N

ees join meeting before host

Email notification: When a meet- On User can disable if user does not require a notification. Y Y Y

ing is deleted

Allow users to select stereo audio | Off Enable Stereo Audio allows you to send audio in stereo during N Y Y

in their client settings your meetings and webinars, if your microphone can process
audio in stereo.

Allow users to select original Off A user may want to preserve the sound from your microphone N Y Y

sound in their client settings

without using Meeting's echo cancellation and audio-enhancing
features.
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Table 1: RingCentral Meetings Account and User Level Settings

RingCentral

. — User Account | Webinar
Setting Default value Description Level? Level? Support?

3rd party audio conference Off Once selected, 3rd party audio is exclusively used for a meeting. | Y Y N

Integration On In the client schedule page, a user can select Google calendar Y N

- Google calendar integration. If their company doesn't use Google calendar, the
admin may think it unnecessary to provide the integration.

Integration On Cloud storage share integration in the RingCentral Phone app. N Y N

- Google drive / Dropbox / Box / If their company doesn't use the cloud storage, the admin may

OneDrive think it unnecessary to provide the integration.

Annotation On Meeting participants can annotate on a shared screen as a Y N Y
viewer. A user may want to turn off annotation.

Local Recording On Local recording allows users to record meeting video and audio | Y Y Y
locally to a computer. A user may want to turn off recording.

Play sound on join/leave (heard by | Off User may want to the chime be played on join/leave per meet- Y N Y

host or by host and attendees) ing.

Host key change Off User may want to change the host key, which can be used to Y N N
claim host and start meeting from a H.323/SIP room system.

Auto saving chat Off Auto-save chat will automatically save your in-meeting chat Y N Y
locally on your computer. As a host, a user may want to save
every chat automatically.

Remote support Off Remote Support Session allows a meeting host to remotely con- | Y N N
trol and restart a Windows or Mac computer.

Far end camera control Off Far End Camera Control allows another user to take control of Y N N

your camera and use Pan-Tilt-Zoom (PTZ) functionality of the
camera.
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Table 1: RingCentral Meetings Account and User Level Settings

RingCentral

look plugin

readable and capable.

. . User Account | Webinar
Setting Default value Description Level? Level? Support?
Dual camera share Off Screen sharing a camera input allows for sharing a camera con- N Y
nected to your computer. This will allow using two cameras at
once during a meeting.
Attention tracking Off As a host, user can see an indicator in the Participant panel of a N Y
meeting or webinar if an attendee does not have Meetings in
focus more than 30s while someone is sharing a screen.
Waiting room Off The Waiting Room feature allows the host to control when a N N
participant joins the meeting.
Automatic recording Off A user may want to start local recording automatically when the N Y
meeting starts.
Invitation email template Off A user may add some content at the end of the email template. N
Use HTML format email for Out- Off User may want to use HTML format email, which may be more N/A
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Appendix A: Express Setup for Admins



RingCentral Office UK | Admin Guide | Appendix A: Express Setup for Admins 248 RingCentralO

Welcome to RingCentral

Welcome to the RingCentral business phone system! RingCentral’ Please activate your account
Once you have purchased the system, you'll receive an
email to activate.

If this is your first login, it will take about 25 minutes to

initially set up your account. As the administrator you’ll We | come tO R| ngce ntra I

be able to add users during the Express Setup or after

you complete these steps. You will set up user proﬁles Thank you for selecting RingCentral as your business phone service. Please activate your account within 48
! hours to get started.

set the company greeting, operator extension, and My
Info profile. You'll also verify your regional setting,

provide emergency calling location, and setup how you . Activate Account
would like phone calls to be routed.

Note: If you leave the Express Setup without finishing, the Or copy-and-paste this link into your browser
changes you have made might not be saved. https://service.ringcentral.com/login/main.asp?
You can learn more about user features through CDBB1210:1AC51D00124B7445398BCFBD319A0ABC 25F 26F & enc=28aeh=2BAC31274647
Knowledgebase articles. There's one more step to set up your company account (650) 555-0012 You will be asked to:
» Change your temporary password
Activate Your Account « Register your €911 information

» Set up your account
You will receive a Welcome Email after you have

purchased a RingCentral system. Thank you for using RingCentral.
To start your setup,

1. Openthe email message.

The Welcome message appears Got Questions? The RingCeniral Support Center offers startup guides, tutorial articles and videos and
. . . comprehensive search.
2. Tobeginyour set up, do one of the following:
e Click Activate Account
e Copy the link into your browser

The setup instructions continue on the following page.


https://success.ringcentral.com/RCSupportPortalKnowledgebase?ln=kb&pg=2
https://success.ringcentral.com/
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Your Account Security

After clicking Activate Account, authentication begins
with a mobile number verification.

1. Click the I'm not a robot box, then Next.

A message informs you that you'll be receiving a

phone call providing you with a verification code.

Enter the verification code.
3. Click Next.

N

Mobile Number Verification

Use for authentication of your mobile phone number

Maobile Number
(650) 555-0012 |
;

D 'm not a robot e
reCAPTCHA

Privacy - Terms

BN

RingCentral

Mobile Number

Mobile Number Verification

Use for authentication of your mobile phone number

@  (650) 555-0012

/]

Verification code




RingCentral Office UK | Admin Guide | Appendix A: Express Setup for Admins 250

Awindow opens for you to enter three account security
settings:

e A password

e A PIN (Personal Identification Number)

e A Security Question and Answer

Create Your Password

Passwords and Security Questions on your online
account maintain your account's confidentiality and
privacy. The PIN is used to verify the User's identity
when checking voicemail. The Security Question and
Answer is requested by the RingCentral agent when
contacting Customer Care.

Follow the on-screen prompts. For each security
setting, certain requirements must be met. For your
convenience, these requirements are listed next to the
setting as you enter the information.

Note: If your extension is configured as a Google tagged
account, your Express Setup will have different setup
options. For information about setting up and using
Google-tagged accounts, see the RingCentral for
Google User Guide.

4. Create your Password.

Follow the requirements listed next to the Pass-
word and Confirm Password fields. A green
check mark indicates when you have met a
requirement and all requirements must be met
for the password to be accepted.

5. After you Confirm Password, press Continue.

RingCentral

Your Account Security
P .
| )
1) Login
Use to login 1o your account
.Passwnrdt I Letter, number, special characier, min & characters, no spaces
Confirm I Please input the password again

Password:

o —

o
(2) CreatePIN

P - -
(3 ) Security Question and Answer

Password Criteria
@ Atleast one letter (Iatin character)
@ At least one number (0-9)
@ Non-sequential, Non-repeating
® No account information

@ One upper case letter or special
character (L@.52)

@ Length 8-32 characters



https://netstorage.ringcentral.com/guides/google_user_guide.pdf
https://netstorage.ringcentral.com/guides/google_user_guide.pdf
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Set Your PIN
The next step in Your Account Security is to set your a
PIN.

6. Create your PIN.

Follow the requirements listed next to the PIN Your Account Security

fields. A green check mark indicates when you
have met a requirement. All requirements must
be met before the PIN is accepted. @ Login

You'll need this PIN when checking voicemail.
7. Press Continue.

."/-_-\‘.
(2] Create PIN
Used to check your voicemail messages via the phone
Pin Criteria
o @ Only digits
.PIN: | 6-10 digits |
® Non repeating
.Confirm PIN: | Please input the PIN again | ® Non sequential

@ Length 6-10 digits

& =0

'ii_@_:i' Security Question and Answer
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Set Your Security Question and Answer

The last step in Your Account Security is to select a
Security Question and Answer.

Note: You will be asked for your Security Question and
Answer each time you contact RingCentral Global
Customer Care. Keep a record of the question and answer
for future reference.

8. Select one of the questions listed in the Security
Question and Answer menu.

9. Enter your answer to the security Question in
the Answer field.
Note: Your answer must be at least four letters.

10. Press Continue.

Should you lose your password, PIN, or Security
Question, see this Knowledge Base article, “Changing a
User’s Password, Pin, or Security Question.”

Your Account Security

@ Login

@ Create PIN

I. é | Security Question and Answer

Used to reset your password or to identify your account when contacting
customer service

Question: | What was your high school mascot? | bl |

. Answer. | Husky |
&



https://success.ringcentral.com/articles/RC_Knowledge_Article/New-Password-Reset-Tool
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Your Company Account is now ready for setup

The next steps include setting up basic details about Your account is now active and ready for setup

your company, users, call greeting and operator. ’

Your company’s main number was assigned by 1 ' 5 3
RingCentral at the time of purchase in System Setup. At = .

that time, your company number and fax number could aoo

have been changed. You can change the company and HE E‘

fax number by logging into your account after setup
and navigating to the Settings > Phone System

configuration tab. c Inf s _
11. Click Next. SRR T S
Complete basic details, select your

call forwarding and voicemail preferences.

Complete basic details about your company
and users, and select your company
call greeting and operator.

Review your preferences and see how your
system will work when your setup is complete.

Your users will see the same view for
themselves when they set up their own
extensions.

-

You can also get help by

hedul iy 11} nt f nal fe
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Setting up Users

In this step, you'll complete information about your —
users. Y ’ Y ‘ Company Info > ® My Info @‘ Review
e Assign user extensions
e Enable users to change their own extension
settings Users Company Greeting Operator
e Assign an operator
e Add users to the dial-by-name directory
12. Before you click Set Up Now, have information
ready, such as, first and last names, email
addresses, contact numbers, for each user.

Note: If you click Skip This Step, the setup continues to
“Company Greeting” on page 256.

As you set up users, each of them will be sent a
“Welcome Email” so they can begin setting up their
extension.

13. Click Set Up Now.

Complete these fields for your users so that:

. vYoucan assign an extension for them
’u They can setup their own extension settings
1 You can assign them to be the operator

i%% callers can reach them by the dial-by-name directory

. Set Up Now

Skip This Step
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Set up User Profiles
In this step, you'll assign your users to a device.

When purchasing the RingCentral system, a number of
phones or lines were bought for your account. Here
you'll enter the details for those phones purchased.

Enter the details for each of your users. This
information is used for the company directory. Except
where noted, this information is set by the
administrator.
e First Name
e Last Name
e Email
e Enable Email to login - The email address
entered must be used for only one person and
cannot be associated with more than one
person or phone number.

If Use email to log in is not checked, the user can only
log in with their phone number.
e Contact Number
e Extension (provided by RingCentral)
e Direct Number
e Scroll down to complete each User Details
profile. Any User you do not assign at this
time can be added to the system later. Go to
the Users tab in the Admin Portal and click
Add User.
14. When you are finished, scroll down and click
Next.

RingCentral

X
User Details
All Users Assigned (1) Unassigned (9) Q
1 First Name: Julie
Last Name: Fielding
Email: julie fielding@example.com

Contact Number:

Extension:

Phone Assigned:

Direct Number.

Use email to log in

(650) 555-0012

101

Polycom VVX311

(650) 555-0012
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Company Greeting

In this step, you'll set the greeting callers will hear when

they dial your company's main number. =

vy pany ‘ Company Info > @ My Info CL Review
The default company greeting is shown in text below
the playback controls. You can either use the default
greeting or customise it. Users Company Greeting Operator

If you choose to record a custom greeting, it can be
recorded now or later.
15. To skip this step now and record it later, click
Keep Default and go to “Set the Operator
Extension” on page 257.

To customise your company greeting, click Customise. E%j@é
e
Select RECORD OVER THE PHONE or IMPORT.
e To RECORD OVER THE PHONE, follow the
on-screen instructions to record your Com pany Greeti ng
greeting. When you are finished, click Next.
* To IMPORT a WAV or MP3file, click Which greeting would you like callers to hear when they dial your company number?
IMPORT, then browse and attach the
filename. » 00:00/00:00 off em—

When you are finished, click Next.
"Thank you for calling Company Name.
If you know your party’s extension you may dial it at
any time.
For the Operator press 0.
For the Dial-By-Mame directory press 9”

Skip This Step
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Set the Operator Extension

When callers dial your company number and press O,
the call is routed to the extension you designate.

‘ Company Info @ My Info C‘)\ Review
Extension 101 is the Operator extension by default.
You may reassign the Operator extension to other
numbers in the system. Users Company Greeting Operator

Note: Extension 101 has specific account authority.
See the RingCentral Office Admin Guide for more
information.

16. Select Customise or Keep Default.
¢ To change the Operator Extension, click
Change Operator, then select a different
extension number.
¢ You can also reassign the operator extension
after setup. See the RingCentral Office Admin

Guide for instructions. Operator Extension
17. Click Keep Default.

When callers dial your company number and press 0, by default they will be routed to:

Julie Fielding

Ext. 101

Skip This Step


https://netstorage.ringcentral.com/guides/office_admin_guide.pdf
https://netstorage.ringcentral.com/guides/office_admin_guide.pdf
https://netstorage.ringcentral.com/guides/office_admin_guide.pdf
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Verify My Info Profile

For this step, you'll make sure that your own
information is correct.
18. Verify your information.
If it is not correct, update it.

e The name shown in your My Info will appear
in your company directory for others to
contact you.

e Select Use email to log in to enable login to
your account using a unique corporate email
address.

If Use email to log in is not checked, you can only log in
with your phone number.

The email address must be used for only one person and
cannot be associated with more than one person or
phone number.

19. Scroll down to Regional Settings.

RingCentral

.1

@ Company Info

My Info

My Info

First Mame:
Last Name:

Email:

Contact Number:

Extension Number.

Company Number.

Direct Number.

> @ My Info > @ Review

Call Forwarding Voicemail Greeting

Julie 4
Fielding

juliefielding@example.com

() Use email to log in

+1 (650) 555-0012

101

(650) 555-0012

(650) 555-0012
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Check or Reset your Regional Settings

20. Verify Regional Settings specified for your
account. These are: Country, Time Format, and
Time Zone. )

21. Click Continue. Regional Settings

Y

Country. United States (1)
. Time Format: @ 12h (AM/PM) 24h ’
Time Zone: (GMT-08:00) Pacific Time (US & Cana..

o =N
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Emergency Calling - Registered Location
The Emergency Calling - Registered Location is the il

physical location of your phone that is using the 3 Erm_:_rgenle Calling _ Registered L ocation
RingCentral Digital Line. Emergency dispatchers

(Emergency Call Service) will send first responders to

this exact location. Emergency Service dispatchers will send emergency first responders to this

exact location. Where will you be using this phone?
For more information, see the Knowledgebase article,
“Updating the Emergency Address.” . Name
22. Fill in the Emergency Calling - Registered
Location form.
e Enter your name
e Enter your country
e Enter your address
e Enter your state

United States b
Street Address

Apartment/Suite

e Enter your postal zip code City
23. Read the agreement describing Emergency
Calling - Registered Location. Alabama v

24. Click Agree and Continue.
Zip code

Important: You must update this address every time you move your RingCentral
IP phone or Emergency Dialing-Enabled Softphone to a different location.

You may update the Registered Address at any time through
http://service.ringcentral.com. Please note that it may take several hours for any
address update to take effect.

Emergency calling may not be available in the event of an Internet or power
outage, or if your broadband, ISP, or RingCentral Office service fails or becomes
overloaded. VoIP emergency calls may not connect to your local emergency
operators, may not transmit your location information, or may improperly ring to
an administrative line. It is strongly recommended that you have an alternative
means for placing emergency calls available at all times.

By clicking "Agree and Continue”, | agree to the Emergency Service Terms and Conditions.

' Agree and Continue


https://www.ringcentral.com/legal/emergency-services.html
https://www.ringcentral.com/legal/emergency-services.html
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-update-your-E911-address
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-update-your-E911-address
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-update-your-E911-address
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My Info > Call Forwarding

As a user, you can set up call forwarding rules for your
extension. You can add up to 10 forwarding numbers
for each extension assigned to you and set calls to ring
sequentially or simultaneously.

In this step you'll enable call forwarding to another
number. First, note the phone extensions to which you
might want to forward your calls.

You can either skip this step or set your phone to route
your calls to another phone.

e To omit this step, click Ring only my primary
phone. Then go to “My Info > Voicemail” on
page 264.

e To add desk phones or a home phone (not
mobile phone, see note) to which you can
forward calls, click Yes, add phones.

25. Click Yes, add phones.

Note: If you intend to use the RingCentral Phone app,
do not enter the mobile number using these steps. The
app’s function is integrated into the RingCentral
system.

I»z’l Company Info > ® My Info > QL Review

My Info Call Forwardin Voicemail Greeting

Call Forwarding

¥ou ordered a desk phone with RingCentral. All incoming calls will ring this
phone. Would you like to add other phones to receive calls when you are
away from your desk?

Primary Phone:

RingCentral Phone
(Polycom WWX311)

Yes, add phones

Ring only my primary phone
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Select additional devices (if any) you would like to ring
when you receive an incoming call to your business

number. Any purchased phone or your home number —
can be selected. \»2) Company Info

26. Select the phone to which the forwarded call will

RingCentral

> @ My Infa > @ Review

be sent. My Info Call Forwarding Voicemail Greeting
27. Enter the number of the selected phone.

Continue adding phones, by clicking Add

Additional Phones as needed.
28. Click Next.

< Add Phones 1of2
Please select which additional phones you would like to receive calls
. =] Polycom VVX311 (650) 555-0012

@ © 1dd additional Phones

*

Skip This Step
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Call Handling - Simultaneously or Sequentially

29. Select whether the forwarded phones ring
Simultaneously or Sequentially.

e Select Simultaneously if you prefer the call
toring on all forwarded phones at the same
time. Because of different networks, ringing
to some devices, such as mobile devices may
be delayed.

e Select Sequentially if you prefer the call to
ring on forwarded phones in a sequential
order. Arrange the forwarding order by
dragging up or down.

30. Click Save.

The setup instructions continue on the following page.

"Z/' Company Info > ® My Info >

(. Review

My Info Call Forwarding Voicemail Greeting

Call Handling

Which order would you like your devices to answer incoming calls?

Simultaneously @ Segquentially

O

Polycom VWX311
i1 [B50) 555-0012

0| Home
1L (650) 555-0010

-

Skip This Step

-]

(=]

RingCentral

(]
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My Info > Voicemail

Now, set up the message your callers will hear when
RingCentral forwards your calls to Voicemail. In this
case, this is the voicemail for extension 101.

You can choose the default voicemail greeting or you
can select “Custom” to record or import your greeting.
See the default greeting text shown below the playback
button.

To keep the default greeting, follow these steps:
e Click Default.

To keep the default, follow these steps:
e Click Save and skip to “Review Your
Company Settings” on page 265.

Record or Import a Voicemail Custom Greeting

31. Torecord or import a new greeting, click Custom.

Record your greeting over the phone, or import a
custom greeting.

e To record your message over the phone, click
RECORD OVER THE PHONE, enter a
number in Call me at field and click Call.

e Toimport a previously recorded message,
click IMPORT and follow the instructions.
(Use an MP3 or WAV formatted file.)

32. Click Save.

@ Company Info > @ My Info > @L Review

My Info Call Forwarding Voicemail Greeting

Voicemail

. @ Default Custom

If you do not answer the call on any of the phones you specified, the caller
will be transferred to your voicemail. Please select your voicemail greeting:

Your call has been forwarded 1o the voicemail for Julie Fielding. No one is available 1o
take your call. At the tane, please recard your message. When you've finished
recording, you may hang up or press the ¥ key for more options.

4 } 00:00/00:00 of) eom——

o I

Skip This Step
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Review Your Company Settings

In this step, you'll review the settings set up. Check that
these are correct. Continue scrolling to check or adjust
all of the settings:

e Company Settings

e Company Greeting

e Users

e Operator

e The Operator Settings
e Call Handling

e Voicemail

If all settings are correct, click Confirm Setup.

Company's Settings ﬁ

©

Company Info

Company Number
@7{550) 555-0012 (2

My Company

—~———

Continue to final step.

Voicemail

Default

e 00:007 00:00 ) —
Dv i o b

"Your call has been forwarded to the voicemail for Julie Fielding
No one is available 1o 1ake your call. At the tone, please record your

messace. When you've finished recording, you may hang up or press
the # key for more options.”

o ==

RingCentral
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Use RingCentral Anywhere

Collaborate with co-workers and manage your phone
system from any device. Apps are available for
download that expand your ability to collaborate with
others using RingCentral applications.

¢ You can download apps by clicking on this
page. You can also download apps from the
RingCentral website, see Downloads.

33. Click Finish.

Continue to the following page.

Use RingCentral Anywhere

Collaberate with coworkers and manage your phone system from any device

RingCentral for Google

Productivity and communication from
your Chrome browser

Free Desktop App

Accessibility on your computer

Free Smartphone App

Accessibility away from your desk

(j App for iPhone RingCentral for Windows Download RingCentral for Google

IGI App for Android

Glip Messaging RingCentral meetings
Connect. Meet. Collaborate.

Collaborate anywhere:
Free messaging and file sharing app
RingCentral Glip included with your service

Find mare at glip.com Download RingCentral for Windows


https://success.ringcentral.com/RCSupportPortalDownloads?ln=all&pg=5
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Congratulations!
You have completed the initial setup of your
RingCentral business phone system.

e |f desired, click Schedule Now to schedule an
appointment with an implementation advisor
who will assist you in setting up your
RingCentral phone system.

e Otherwise, click Go to My Account to access
your account and view additional settings.

34. Click Go to My Account.

In the following pages, you'll log in to your RingCentral
account.

RingCentral

Congratulations!

You've just completed the initial setup for your RingCentral phone.

You can start using the system right away, but to make sure you're getting the most
out of your RingCentral subscription, schedule an Implementation appointment by
clicking here.

The Implementation Advisor will train, explain, guide and assist at no additional cost.

-

View additional settings, configuration options, and access your
full account to the RingCentral website.

. Go to My Account
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The Admin Portal

Your RingCentral Office Admin Portal opens. Take a
tour of your Admin Portal page:

1.

No o

The Admin Portal button lets you toggle
between the admin interface or the user
interface, My Extension.

Get Help lets you find answers to most of your
questions or request Support.

Menu tabs lead you to a tab-specific menu on the
left. Each tab has a different menu list. For
example, the menu list for Phone System tab is
Company Info, Phone Numbers, Auto-
Receptionist, Groups-Others, and Phones and
Devices.

Company Shortcuts provide buttons to
frequently accessed settings.

How do |l ... lists available admin-specific videos.
A featured video.

Check the Billing tab for questions relating to
your account.

To Find Information About

e Support Videos, click here.

Knowledgebase Articles

For further instructions on these subjects:

e Signin

e Changing your password

e Call Handling

e Emergency Calling - Registered Location
e Voicemail Greetings

Continue to the following page.

RingCentral

Phone System Users

E Company Info

‘1: Phone Numbers

Q Auto-Recaptionist
‘?‘ 0 Group(s)
0 Other(s)

Phones & Devices

Call Log Billing

Edit Business Hours

Tutorials

Change what callers hear
Set up call forwarding

Change company voicemail

Tools ~

oo o

Edit Company Call Handling & Greetings

Set up nofification for calls, voicemails, and faxes

Use call queuas

Get more help

RingCentral

@ Dave | 020 8564 0023 Ext 101

Set Caller ID

ﬁ .

Publish Company Info to Directory
Assistance

Admin Portal ~ | GetHelp | Log Out

=


https://success.ringcentral.com/RCSupportPortalGuidesVideos?ln=all&pg=4
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-Update-the-Login-Information-on-the-RingCentral-Softphone
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-Update-the-Login-Information-on-the-RingCentral-Softphone
https://success.ringcentral.com/articles/RC_Knowledge_Article/New-Password-Reset-Tool
https://success.ringcentral.com/articles/RC_Knowledge_Article/New-Password-Reset-Tool
https://success.ringcentral.com/articles/RC_Knowledge_Article/Call-Handling-Forwarding-Overview
https://success.ringcentral.com/articles/RC_Knowledge_Article/Call-Handling-Forwarding-Overview
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-update-your-E911-address
https://success.ringcentral.com/articles/RC_Knowledge_Article/How-to-update-your-E911-address
https://success.ringcentral.com/articles/en_US/RC_Knowledge_Article/5-10-Uploading-Business-Hour-Voicemail-Greetings-of-an-extension-via-Web
https://success.ringcentral.com/articles/en_US/RC_Knowledge_Article/5-10-Uploading-Business-Hour-Voicemail-Greetings-of-an-extension-via-Web
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While You are Using RingCentral Products

We're happy you have selected RingCentral for your business
communication needs. RingCentral provides a variety of ways for you to
learn more about our service.

Attend a Training Webinar

Designed for both administrators and users, these sessions will give you
the best practices, power-user tips, how to instructions and other valuable
information on your RingCentral system View our upcoming scheduled
Customer Training Webinars.

Post in the RingCentral Community
Share your ideas and feedback, get your problems solved, and give back by
helping others! See RingCentral Community.

Download Applications

Wherever you go, RingCentral follows. Download our applications for your
computer and smartphone to receive business calls on your mobile phone.
Download Now.

RingCentral


https://go.ringcentral.com/customer-success-webinars.html
https://go.ringcentral.com/customer-success-webinars.html
https://community.ringcentral.com/ringcentral
https://success.ringcentral.com/RCSupportPortalDownloads?ln=all&pg=5
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Introduction

RingCentral streamlines large-customer on-boarding
with bulk purchase, upload, and activation for up to
1,000 users at a time.

Let's say a customer is expanding sales offices in
multiple cities and wants to add hundreds of users and
purchase hundreds of phones for them.

The customer Administrator begins by logging into
their RingCentral Web account.

Bulk Purchase of Users

Go to Settings > Phone System. Select Users, then
select Add Users. The Account Status at the top of the
panel shows your current Plan.

e Click the button Add Users with Phones (or Add
Users without phones). First enter the number of
users who will be in a specific area code and
assigned a specific model of phone.

e Click Select State/Province and then the Area

Code or City for the phone numbers for these users.

e Click Select Phone. Review the phone devices
listed, scrolling down to see all devices.

e Click Select next to the phone type to be purchased
for these users. Then, click Add Users to add them
to the Your Selection list at the bottom of the page,
which shows your order.

continued on the next page...

RingCentral

H‘E{:ﬂntfﬂr Deon'® me an mccoand T Sepn L b

Log in fo RingCeniral

Ertied yous dinge® phurss or Lioe rrrissd
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E ribes ysag (mEln GOETRATTY MrTdET * padpmnan

Samdmta M I Tl DT

Ririo! o b rwerot T _

Product pour scooent from genily Tl aod cheting

Akl Vs mnd Phinss
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Repeat this process to add users in a different area
code, or to add users with a different phone model:
enter the number of users, select the state and area
code or city, then select a model of telephone. Click Add
Users each time.

As you build your order, your Selection shows the
details at the bottom of the screen.

e Now click the button Add Users without Phones.

e Select a location (State/Province and Area Code/
City).

Repeat this process until all the users, with or without
phones, in various area codes, and assigned various
phones, have been ordered.

e Review the order in the Your Selection list for
accuracy.

Your Selection also shows the running total of recurring
or monthly charges for users and one-time charges for
phone devices.

e When ready, click Next. (If the city or area code you
selected for a group of users doesn't have enough
phone numbers available for this order, you will get
a pop-up error message at this point.

e Click Edit to select another city or area code.)

Contact your sales representative if you're having
trouble.

Add Users and Phones

Account Status: Your glan

Add Users:

Your Selection:

Husmbiad of Users

3

Phenes [One-tima)

2.19 Users
Paid users already setup B
Users available for purchase & setup 11
OO -
Agd ar of Usor @ th Same 0 oo wlh ihe Same phones
Entesr Murmbser of Usars
A s Select StteProvnce  ~ Salect Atea Code/City
At PhHones Selact Phona
Location Aroa Coda Fhane
Calfoimia __ Cigto SPA-303 Desk Phons
1=
» Ednt > Ed

Cne Time Charges
Phones

Recurring Charges

w Lhars with Froees

Today's Estimated Total™:

$357.00 (3 X 5119.00 m

RingCentral

Cruantity Subactal®
Sub sl

3 X 5419 88 §1.259 64
§1,616.54
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On the Shipping page, check and, if necessary, update
the account information displayed, including the
shipping address if you ordered phones, and choose a

Shipping

shipping method. Ship attention to My Company Please select your shipping option
. . : : §$18.
For Ground delivery, please allow five to seven days. Select Address 123 Main Street v ke
Note: Each order can be delivered to only one add By
ote: Each order can be delivered to only one address. Shipping Addres i
. v ppng A NN OVERNIGHT: $52.95
To deliver phones to several addresses, enter separate
orders for each address. Flease allow 5-7 business days for Ground delivery
e Click Next. On the Review and Submit screen you City San Matea
can review your total phone order and all costs
including Taxes, Charges and Fees, and Shipping. State/Province California R
e Click the Back arrow if you want to revise your ZipPostal Code 94404
order. If satisfied, click the Acknowledgment box at
the bottom of the page, and then click Next. Country United States A

An email confirmation of your order will be sent to the m
. Hext
email address for your account.

w | acknowledge that | have read this information and understand the itemized charges listed above. | authonze the total amount of §1,623.89 to
be charged to my credit card ending in [*1111). | further authodize the annually recuming charges of 51,259 64 beginning on T/30/2014 and
continuing until canceled, which is in addition to my regular charges

* Praced 3o nol Bclds taxes of fees



RingCentral Office UK | Admin Guide | Appendix B: Bulk Purchase and Upload 274 RingCentral

Bulk Upload of Users

A customer who wishes to activate a large number of
purchased users at once should contact their Sales
Agent for assistance.

Enable Users

You have 18 Users to enable.

it you already have a hilled out template please proceed to Step 3
Rather than entering users' information one user at a - sovgm

time, the Sales Agent will use a template file to upload otep 1. Gel Template

and activate up to a thousand users at a time.

The Sales Agent accesses the customer account Downilaad
through the sales administrative screen, and can review
the account with the customer.

or Email Send

Step 2° Fill Out Template

The agent's template file will contain all the Unassigned
User phone numbers and extensions currently in the

customer account. t ; ]

The customer must provide the data on the users to j

assign to each number or extension: user name and

email address, and for users who will be assigned direct Step 3: Upload File

lines, emergency location information such as street

address. Browse

The Sales Agent can assist the customer in providing m
the correct data.

The customer can send this data to the Sales Agent to
be transferred into the template and make necessary
edits. Or the Sales Agent can email the template to the
customer to be filled out and returned. The template
contains instructions for proper use.
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Activation of Users

The Sales Agent checks the finished template to ensure
that the customer's users are assigned to the area
codes and Direct Lines or Extensions desired by the
customer. The Sales Agent will also ensure that users
with direct lines provide the required E911 address
information.

Once the template is completed and checked, it is
uploaded into the system for processing. The system
generates a preview, with problem areas highlighted on
the screeninred, and an Errors column spelling out the
problem with any field that needs to be corrected.

Common errors include:
e Missing required information
¢ Bad email addresses (usually typos)

e Using a postbox address where a street address is
required Duplicate extensions.

The customer or the Agent downloads the file, corrects
the problems, and re-uploads the file. (Don't edit out
the Errors columns; that is handled automatically.)

Once the template has been processed and checked,
and found to be correct, the Activation process begins.

The Sales Agent will enter one or more email addresses
that will be notified when the processing is done.

RingCentral

Activate Your Extension

Your password must be all numbers, between 8 and 10 digits, may not
e lud ating. sequential or other easy to guess password (such as
111111111, 12345678, 11223344, 12121212). or malch any ol your
personal of account information

TIP: A good password is one thal s personal and easy for you 1o

remember. A good example is an important date in your life like a irthday
oF anniversary in the fommal MMDDYYYY

Enler password

Retype password

Security Question

Please select one e

ANSwWEr
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Account Management Portal

The Multi-Account Access feature increases the
efficiency of multiple account management for those
administrators who manage multiple accounts, or who
support multiple clients. From the management portal,
you can easily switch from one account to another. The
portal provides a consolidated view of all accounts,
while they remain separate entities. The Multi-Account
Access feature:

e Centralises access for customers with multiple
RingCentral accounts

e Allows them to link all of their accounts in the
Accounts Management portal.

e Allows company admins to access their RingCentral
accounts from a single log in.

¢ Allows administrators to view services for all
accounts from a single location.

To access the management portal:

1. Gotoaccounts.ringcentral.com.

2. Select Sign In to use RingCentral credentials.

3. Enter your credentials for an account using one
of the available options.
If configured, you can enter an email address or
Google account email address as your user ID.
See Use a Corporate Email Address to Log In and
Use a Google Account to Log In.

4. Click LogIn.

Or, to access the portal using Salesforce:

1. Click Salesforce Account.
2. Enter your Salesforce credentials.
3. ClickLogIn.

@ Multi-Account Access %

“

(2] -0 ‘ B Secure | https://accounts.ringcentral.com/#/login f.‘r| e

RingCentral

Accounts Management Portal

Have a RingCentral Account?

Qr Sign In With

A RingCentral Partner Account

& Salesforce

O ¢

RingCentral

RingCentral

Sign In

== . 1(650) 555-0012
Extension (Optional) @

Password

Forgot Password?

Or Sign In With

= Email G Google &) Single Sign-on



RingCentral Office UK | Admin Guide | Appendix C: Multi-Account Access 278

Manage Linked Accounts

You can manage any number of accounts from the
account management portal. Each page in the portal
candisplay up to 20 linked accounts, and different
pages are identified by page numbers.

To add accounts to the portal:

1. Click Link Account.

2. Enter credentials of the account.
3. ClickLogIn.

4. Repeat for each account to add.

To unlink an account:

1. Select one or more account(s).
2. Click Unlink selected account.
3. Theaccount is removed from the view.

To edit the account name with descriptive text:

1. Click the Edit icon beside the account.
2. Enter the new Account Name.
3. PressEnter.

To search for an account, enter text in the search field.

To scroll between pages, click controls at bottom right.

Access Accounts

The account management portal allows you easily
launch the Admin Portal for any of your accounts,
avoiding the complexity of logging in to multiple
accounts.

To trigger a login to an account:

1. Click Open beside the account.

2. Anew browser tab is launched and you are
automatically logged into the Admin Portal for
the account.

Manage your account as normal.

RingCentral

Manage Linked Accounts

' Search Q

Manage all the RingCentral accounts that you have access to.

2

[0 Account Name Main Number

‘ (O New York 2 (888) 846-0010
O Chicago (866) 410-0001
O London +44 (118) 250-0001
(0 Canada (587) 404-0140
(0 San Francisco (866) 410-0004
O Leek +44 (118) 762-0008
O Austin (888) 846-0010
Total: 1988

Owner

John Smith
Rachel Richards
Michael Hl-é'-nan

Charlie Lee

Abby Brown

Jennifer Albertson

Francisco Mendoza

102

101

301

101

101

301

101

RingCentral

.o?

Service Status &

.S‘w 10 %

Inbound Call

John Smith | Logout

Link Account

o
Outbound Call ]
o

Desk Phones

RingCentral for Desktop @

Inbound Fax (]
OutboundFax (]
Inbound SMS [}
Outbound SMS (]
12 3 45 6 7.. 20 -



RingCentral Office UK | Admin Guide | Appendix C: Multi-Account Access 279 RingCentralO

View Service Status

The account management tool reports status for the
following services:

e Inbound Calls

e Outbound Calls

e Desk Phones

¢ RingCentral Phone

e service.ringcentral.com
e Inbound Fax

e Outbound Fax

Service status is refreshed automatically every three
minutes. Service status details and the date of the last
refresh are displayed when you hover. To manually
refresh the service status, select the Refresh icon:

&

An abnormal service status results in the display of an
error reason when you hover on the status. The
following statuses are reported:

o Green: The service is available.

Yellow: There is an error related to the service.

0
e Red: The service is unavailable.
0

Grey: Service status has not been reported.

Inbound Call

Outbound Call

RingCentral for Desktop

(]
o
Desk Phones (/]
]
o

service.ringcentral.com

Inbound Fax 2

OutboundFax ' warning message

Last refreshed on 12/14/20135, 6:46 pm
12/14/2015, 6:48 pm
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