Online

RingCentral Mobile™
User Guide

January 2010

http://www.ringcentral.com/support.html

Sales

Click Here for sales inquiries
Phone: 800-574-5290
925-264-3200 (International)

Sales hours:
9am-8pm ET Monday- Friday

Customer Support

Click Here to submit your customer service requests
Phone: 888-898-4591
925-264-3200 (International)

SupportHours:
24 hours a day, 7 days a week

RingCentral’

YOUR PHONE SYSTEM, EVERYWHERE

2010 RingCentral, Inc. All rights reserved. RingCentral is a registered trademark of RingCentral, Inc.


http://www.ringcentral.com/support.html�
http://www.ringcentral.com/feedback/sales-contact.html�
http://www.ringcentral.com/feedback/sales-contact.html�
http://www.ringcentral.com/feedback/sales-contact.html�
http://help.ringcentral.com/cgi-bin/ringcentral.cfg/php/enduser/ask.php�

Online User Guide ... covers more information, helping you understand and configure all the features.

« Answering Rules — create After Hours rules, Custom rules, and more.

+ Greetings and Music on Hold — create Company greeting, order professional voice, and more.

+ Message Notification — understand Advanced options, design missed call notification, and more.
+ Extensions (optional) — create company rules, dial-by-name directory, and more.

+ Messages — check voicemail from the phone, listen online, download voice and fax mail, and more.
+ Account Settings — add another telephone number, change service plan, and more.

« Call Settings — block calls by ID, RingOut, RingMe and more.

+ Contacts — import and export contacts with Outlook, and more.

« Call Logs — learn how to read the logs of all calls captured, set-up auto email, and more.

+ On Call Actions — put a call on hold, transfer the call to another number or extension, and more.
+ Faxing - send faxes using FaxOut, directly from Email, and more.



Answering Rules — Creating an After Hour Rule

Create an After Hours rule to handle incoming calls differently on nights and weekends.

1. Click My Settings in the main menu.

2. Click Answering Rules in the left panel.
The Answering Rules Summary page
opens.

3. Click the Click here to define your
hours of operation link. The Add Rule

Wizard panel opens.

4. Listthe daytime hours you will be open
for business.

5. Click Next to continue.

ACCOUNT

» Account Summary
» Personal information
+ Biling information

» Caling Rates

» Tel n Friend

Answering Rules

CALL SETTINGS My Hutles
= Enabled Mame
» Anewennp Hyley
in Hour
¥ Forwi
»
» Music On Hold 2
Afer Hours:

» Bigcked/Alowed Numbers.

Description
Executes when no other rules apply.

FaxOut

Rin ;_]li'_‘.-;_n_

Here is a list of your Answering Rules. When a new call is recenved, one rule will be executed depending on the time of the call
and/or caller

Add Rule Wizard

From;

Manday

Tuesday
Wednesday /4
Thursday

Friday

Saturday

i

Sunday

Te:

| Monday = [ePm =] : [0 ]
| Tuesday = [EPm =] : [0 =]
[Wednesday =] [EPM =] : [00 =]
[Thursday =] [3Pm =] : [oo =]
[Figsy =] [6PM 3] : [0
Fom— HEm H:[@E

Confirm your Business hours. Plaase nole that your existing Business Hours options will now only apply dunng these hours. Your
new After Hours rule will be active during rest of the time, unless overnidden by another nule.

¥ Comy

%ﬁhh&-‘
4 R v




Answering Rules — Creating An After Hour Rule (cont.)

Users normally want their After Hours
calls to roll to Voicemail. That is why the
Take Messages Only answering mode is
set by default.

You can also route After Hours calls to
another number, or set to another
mode other than Take Messages Only.

Click Submit to save.
Your Business Hour rule is now in place.

Calls outside of these daytime hours roll
to the After Hours rule.

Ovenview Call Log Company Settings Download FaxQOut RingOut

Account Add Rule Wizard: Answering Options

¥ Account Summary Congratulations! Your After Hours rule has been created and is now enabled.

¥ Personal Information )
Please verify the Answering Options for your new rule below and then click Submit.
» Billing Information

» Calling Rates
Rule: After Hours
» Tel a Friend Conditions: Executes when no other rules apply.
CALL SETTINGS
» Answering Rules . e
Select your Answering mode: Take Messages Only - 6
» Forwarding Numbers.
Just take messages - do not forward calls.
» Greetings.
¥ Music On Hold Take Messages: Yes v
» Blocked/Alowed Numbers Play Voicemail Greeting: Defaut Voicemai Gresting v () hen] (B)()
¥ RingOut Options. Deliver new messages to extension: This extension -

» RingMe Options

ot 7

» Caller ID Setup

Answering Rules .o_jg @

O V’ Answering Rules Updated Successfully! 8

Here is a list of your Answering Rules. When a new call is received, one rule will be executed depending on the time of the call
and/or caller.

My Rules
Enabled Name Description
Business Hours When: Mon-Fri 9:.00AM-6:00PK Edit
Introductory Greeting: Default Introductory Greeting (=)
FindMe: Work, Mobile
&1 After Hours Executes when no other rules apply. Edit Delete
Take Messages Onfy: Yes
Woicemail Greeting: Default Voicemai Greeting [+




Answering Rules — Creating a New Custom Rule

Custom rules can be created at the Company or Extension level.

Custom Rules can be designed by When the
calleris dialing you, Whoiis calling and/or
W hat RingCentral number they are calling.

Use Custom Rules for:

=Routing important customer calls in priority
manner

=Playing Holiday greetings, sending callers
straight to voicemail

=Directing calls to different employees based
on a fixed schedule

1. Click My Settings in the main menu.
2. Click Answering Rules in the left panel.

3. Clickthe Add Rule button in upper-
right hand comer.

4.  First, you configure WHEN the rule
applies. Enter the day and hours you
want this rule to be in effect.

5. Ifyou want the rule to be in effect for a
date range, click the Date Range
Schedule tab instead (e.g., Holiday or
Vacations rules)

6. Clickthe Next to continue.

| Messages

Ovendew |

ACCOUNT

¥ Account Summary
» Persanal ktormation
» Biling Intarmation
b Caling Rates
¥ Tela Frisnd

CALL SETTINGS

» Music On Hoki Il
» Biockedidowed Numbers
» AngDut Dptiona

Call Log

Answering Rules

Contacts | Company S

Dowmload FaxDut RingOut

= 9

Here is a list of your Answening Rules. When a new call is received, one rule will be executed depandsng an the time of the call

andlor caller

My Rules

Enabled Name

&

Description

When: Monfr M P Exdit
Intradisciory Greeting: Dafaul ntreduciory Goesting (=

Fadie: Wgrk Uobie

Executes when no other rules apply. Edif Dalete
Take Messages Daly: Vag

Weicemal Greeting: Dafauk Voicemall Gresting [=

Select the day of the week and time of day when this rule should occur. Click Next when you're fi d.

From: To:
Tuesday 6 PM
-
Thursday 6 PM

Add Rule Wizard

Condition: When

If your rule should be based on date & time, select a Schedule Type and then enter a schedule for your rule_

If your rule is not based on date or time, just click Next.

Weekly Schedule

——

Date Range Schedule




Answering Rules — Creating a New Custom Rule (cont.)

Custom rules can be created at the Company or Extension level.

7. Now configure WHO this rule is for — which
inbound caller IDs it will handle.

You can enter the ten digit phone number

then click Add to post the number to the list.

You can also drag Contacts into the list by
clicking the Add from Contacts link.
8. Click Next to continue.

9. Now configure WHICH RingCentral number
this rule is for.

10. Click Next to continue

Add Rule Wizard

Condition: Caller ID

Phone Number:

Mame (optional):

If your rule is not based on caller ID, just click Next.

s o

If your rule should be based on the incoming caller ID, enter a Phone Number or add a Contact and click Next.

Remove

Remove All

dd Add from Contacts

Add Rule Wizard

Condition: Dialed Number

If this rule should be based on specific number(s) from your account that the caller dialed, please select Only applies fo these
numbers and then pick the numbers below.

If you want this rule to apply when any number from your account is dialed, just click Next.

@ Applies to all numbers
Only applies to these numbers:

RingCentral Phone Numbers
Add  Phone Number

Main: (888) 555-1212

(888) 536-0191

(800) 381-5815

Location
Toll-Free
Toll-Free
Toll-Free

Type
Woice and Fax

Woice and Fax

Fax only

Extension
0

702

Company Greeting

@]\—ﬂ_ﬁ—l




Answering Rules — Creating a New Custom Rule (cont.)

Custom rules can be created at the Company or Extension level.

11.

12.

13.

14.

Review your wizard settings. Click an Edit
link if you want to go back and change the
From: or When: configuration.

Click Next to continue.
Give this Custom Rule a name.

If you wish to copy an existing Answering
Option configuration from another rule,
you can select it from the Create New drop-
down list if you wish to design a new

Answering Option tree.

Click Next to continue.

Add Rule Wizard: Review

Please review the conditions you just set up for accuracy.

Click Edit if you need to change any specific condition. If you're satisfied, click Next.

From:
Mickey Edit
When:
Mon-Tue 9:00AM-6:00PM Edit

<{PREVIGU5] [ I«IE}I'.;:}.'-b

Add Rule Wizard: Properties

MNow, please name your rule and select what should occur when these conditions are true You can copy the Answering Options
from one of your existing rules or create a new set of options.

MName: Early Weekday Rulg|

Copy Answering Options from: Create New -

NEXT =




15.

16.

17.

18.

19.

20.

21.

Answering Rules — Creating a New Custom Rule (cont.)

You are now presented with an Answering
Mode panel to configure how you want calls
handled for this rule.

In this example Full Call Control will be used.
The callers will not be screened.
They will hear Jazz hold music...

...while two phones are rung in a Sequential
Fixed order.

If neither of the phones answers, the caller
will roll to voicemail. The Default greeting
will be played.

Click Submit to save the changes. The new
custom rule is now enabled.

NOTE: If your Business Hours Rule conflicts
with your Custom rule, your Custom Rule will
be used, and the Business Hours Rule will be
ignored.

ACCOUNT

» Accoun! Summary
» Persanal nformabin
¢ Bilng informaticn
b Caling Rates
» Tel a Friend
CALL SETTINGS
¥ Aneerina thes
» Farwarding Numbers
» Greetings
» Music On Hold
3 MWQGMM
» RingOut Options
» RingMe Options.
» Digtalines
» Caller I Setup
MESSAGE SETTINGS
» Notification Satings
» Wb Settngs
» Voicemal Seftinga
» Fax Ssttings.

Call Log Contacts | Company Settings | | Download | FaxOut | RingOut

Answering Rules

Choose the rule you want to edit. Then select how you would like your calls to be answered

(2 ABD. AU | VW, ko]
Rule: My Rule 1 - Edit Conditions
Conditions: From: HNsha Vyas
When: Mon-Tys 5.004M-5 0081
Select your Answering mode: Full Call Control

1. Screen my calls

Play Introductory Greeting o -

Enable Call Screening No -

Play Connect Prompt: to -

Music On Haold Jazz -

Intermupt music every Hever (Dont play any promets) 2

[

. Forward my calls

[#] Motify nmy Call Controller and wait 20 ~ seconds before forwarding begins

¥ Forward my calls: Sequentially in Fed Order -
Active  Order  Group Phone Name Phone Humber Edi Ring For Options
s} {3 worx +1 (415) 555-1212 Edit
3. Take my messages Ves -
Play Voicemail Greeting Defaull Voicemail Greeting LD O ER
Deliver new messages to extension: This extension -

i
-]

Answering Rules

“0 V" Answering Rules Updatod Successhally!

Har is a st of your Answering Rulos. Whon a now cal is rocehved, ane nude vell be exocuted dopanding on tha time of the call

andias eallsr
ARRRUE |
My Rulos
Ennblod Mame Doscription
¥ BusinessHours Whewe Uge 1) 002140 1 B

mtrosuctary Greetng: Catiul mirodusiory Gresing (=)
Fnside: fork Wosss

et Hours Exeutes when no other rules apply. Eal  Dalele
Taka Messigs Onky Yoy
Vocanal Grying: Dafeat Vol Gresing (=)
W MyAyst From: dannidm Ly - Bt Dalste
Whem UonTiz 50080805

mirocuciory Greetng: D11
Findlle. iflurk




Answering Rules — Sending Inbound Calls Straight to your Mobile

Follow these steps to simply forward calls straight to one telephone, such as your mobile.

1. Click My Settings in the main menu. The
Account Summary page opens.

2. Click Answering Rules in the left panel. The
Answering Rules Summary page displays.

3. Click Business Hours under My Rules. The

Business Hours Answering Rules page opens.

4. Inthe Select your Answering mode field,
choose Ring a number Only from the drop-
down list.

5. Enter your ten digit mobile number (or the
number for your work, home, or other
device you will take the call on).

6. Click Submit to save changes.

NOTE: The caller will hear ring tones until your
mobile answers. If no answer the calleris routed
to your mobile’s voice mail box (caller will not be
directed to your RingCentral voicemail box.)

AccounT Answering Rules

¥ Account Summary
¥ Personal Information and/or caller.
} Biling Information
» Calling Rates

¥ Tel a Friend

My Rules
CALL SETTINGS L

Enabled Name Description

» Answering Rules
2 Business Hours 3 When: Mon-Fri 5:004K-6:00PK

DR e T s . Introductory Greeting: Default Introductory Greeting [+
} Greetings FindWe: Work, Mobile
¥ Music On Hold After Hours Executes when no other rules apply.

» Blocked/Allowed Numbers Take Messages Only: Yes

+ RingOut Options Voicemail Greeting: Default \oicemail Greeting (=]

Rule; [Busrass Hows =|
Candhtlonms: Ermiutes werifg Qe el Egtr
Selact your Anvwsrieg mod s [Ring a bumbar Orly 4
Birwily Forward sl my call o Tl
Bt b 5 [+ woisesetes Eur

i—%s

Here is a list of your Answering Rules. When a new call is received, one rule will be executed depending on the time of the call




Answering Rules — Sending Inbound Calls Straight to Voicemail

Click My Settings in the main menu. The
Account Summary page opens.

Click Answering Rules in the left panel. The
Answering Rules Summary page displays.

Click Business Hours under My Rules. The

Business Hours Answering Rules page opens.

In the Select your Answering mode field,
choose Take Messages Only from the drop-
down list.

In the Take Messages drop-down list, select
Yes.

Play Voicemail Greeting: Select the
Voicemail Greeting or record your own by
clicking New.

Deliver new messages to extension: Select
the extension to receive the voicemail

messages (if extensions are enabled).

Click Submit to save changes.

Overew | Messages | Calllog | Contacts | Company Settings | My Settings | Download | FaxOut | RingOut

ACCOUNT .?DE-Q? @

Answering Rules

+ Account Summary
Here is a list of your Answering Rules. When a new call is received, one rule will be executed depending on the time of the call
+ Personal Information and/or caller

+ Biling Information

e
» Tella Friend

My Rules

CALL SETTINGS —

Enabled Name Description

» Answering Rules
2 Business Hours When: Mon-Fri 9:00AM-5:00PM Edit
*» Fi rding Number
orwarding Numbers s 3 Introductory Gresting: Default Introductory Gresting [#)

» Greetings FindMe: Work, Mobile
» Music On Hold [7]  After Hours Executes when no other rules apply. Edit Delete
» Blocked/Allowed Numbers Taks Messages Only: Yes

+ RingOut Options. Voicemall Gresting: Default Voicemail Grasting (=)

Answering Rules

Choose the rule you want to edit. Then select how you would like your calls to be answered.

Rule: Business Hours - Edit Conditions

Conditions: When: Mon-Fri 9:00AM-5:00Pk

Select your Answering mode: Take Messages Only -

Just take messages - do not forward calls.

Take Messages: 5 Yes v

Defautt Voicemail Greeting 6 - () hew] (Eit] )

Deliver new messages to extension: This extension - Z

Play Voicemail Greeting:




Answering Rules — Activating Do Not Disturb

Note: Do Not Disturb is designed to temporarily transfer incoming calls to voicemail. Do Not Disturb overrides all other settings, and is designed
forthose times when you are temporarily out of the office or do not want to be contacted. An incoming caller will hear the voicemail message

and be asked to leave a message.

Overview Call Log Contacts Company Settings My Settings Download FaxOut RingOut

ACCOUNT

1. Click My Settings in the main menu. The
Account Summary page opens.

Answering Rules = @

» Account Summary
Here is a list of your Answering Rules. When a new call is received, one rule will be executed depending on the time of the call

¥ Personal Information and/or caller.

2. Click Answering Rules in the left panel. The
Answering Rules Summary page displays.

* Biling Information

» Calling Rates
¥ Tella Friend

My Rules
i i i CALL SETTINGS
3. Select Do Not Disturb under Built-in Rules. Enabled Name Teatiefan
The Do Not Disturb Answering Rules page P 2 Business Hours When: HMon-Fri 5:00AH-5:00PH Edit
displays. IR L Introductory Greeting: Defaul Introductory Gresting (=)
» Greetings FindWe: Work, Mobile
» Music On Hold Woicemail Greeting: Defaull Voicemail Greeting (=)
4. ClICk Submit to save Changes, + Blocked/Allowed Numbers After Hours Executes when no other rules apply. Edit Delete
. Take Messages Only: Yes
PErElELTS Woicemail Greeting: Default Voicemail Greeting [»)
To Edit the Do Not Disturb rules: » Ringlle Options My Rule 1 From: Nisha Vyas Edit Delete
+ DigitalLines When: Mon-Tue 9:00AM-6:00PM
e Introductory Greeting: Off
. . . . » Cal . A
1. ClickEdit. The Do Not Disturb Answering ’ Findife. Viork -
Rul disolavs MESSAGE SETTINGS Woicemail Greeting: Defautt Voicemai Greeting (=)
ules page . A N
pag play } Notification Settings My Rule 2 ‘::;":1" %eBUUAH-&'UUPH Edit Delete
. . . . . + Web Settings Introductory Greeting: Default Introductory Greeting [=]
2. Edityour Voicemail settings to fit your  Voicemai Settings Findide: Not Configured
. . . Woicemail Greeting: Defaull Voicemail Greeting [#)
preferences (see prior page for |nstruct|0ns). + Fax Seftings
Built-in Rules These rules can be uged to override My Rules and can also be toggled over the phone.
3.  Click Submit to save changes. Enabled Name DEseTinien
[ Do Mot Disturb Take Messages Only: Yes Edit
3 Woicemail Greeting: Default Voicemai Greeting (=]
(] FollowMe Introductory Greeting: System3 [+ Edit

To turn Off your Do Not Disturb setting, simply
deselect the Do Not Disturb checkbox and press
Submit.

FollowMe: +1(510) 815-5209

lsuaun] 4



Answering Rules — Setting up a RingCentral Number to Receive Faxes

1. Click My Settings in the main menu. The Account
Summary page displays.

2. Click Answering Rules in the left panel. The
Answering Rules Summary page displays.

3. ClickEdit or the Name of the rule that is enabled
to receive the call to your RingCentral number.
The Answering Rules page of that rule displays.

4. Answering Mode: Select either Full Call Control
or Take Messages Only from the drop-down list.

5. Take messages: Select Yes and set either
Voicemail and Fax or Fax Only from the drop-
down list.

6. Click Submit to save changes.

NOTE: For accounts using Extensions:
If you have multiple extensions or rules, each can be
set up to receive faxes.

If you want to receive faxes on an extension, the caller
must dial the extension number before they start the
transmission. Accordingly, your callers can either:

Wait for the system to pick up, dial the extension
number and then push Start/Send, or Dial the entire
sequence of numbers into their fax machine and
separate the phone number and extension number
with the Pause key. For example: 800-555-1212-P-101

If you want to receive faxes when the caller has not
dialed a specific extension, you must configure your O-
System Extension to receive faxes. Anytime the system
hears a fax signal in your Company Greeting, it will
save the fax to your 0 extension’s mailbox.

Download FaxOut

Company Settings My Settings

Call Log

ACCOUNT

Answering Rules

¥ Account Summary

¥ Personal Information

and/or caller.
} Biling Information
» Calling Rates
¥ Tel a Friend

My Rules

CALL SETTINGS L

Enabled Name Description

+ Answe es
2 Business Hours When: Mon-Fri 5:004K-6:00PK

PRI hluses Introductory Greeting: Default Introductory Greeting [+
¥+ Greetings FindMe: Work, Mobile
¥ Music On Hold After Hours Executes when no other rules apply.

» Blocked/Allowed Numbers Take Messages Only: Yes

+ RingOut Options Voicemail Greeting: Default \oicemail Greeting (=]

Answering Rules

Choose the rule you want to edit. Then select how you would like your calls to be answered.

Rule: Business Hours - Edit Conditions
Conditions: When: Hon-Fri 5:004M-6:00Pk
Select your Answering mode: Take Messages Only -
Just take messages - do not forward calls.
Take Messages: 5 Yes v
Play Voicemail Greeting: Defautt Voicemail Greeting - [#)mew) (B (=)

Deliver new messages to extension: This extension -

6

RingQut

= @

Here is a list of your Answering Rules. When a new call is received, one rule will be executed depending on the time of the call

Edit
Edit Delete




Greetings
- Select or create Company Level Main
Greeting used by your Answering Rules.

1. Click My Settings tab in the main
menu. (Account Summary page
opens)

2. Click Greetings on the panel under
CALLSETTINGS. (Greetings page

COverview

ACCOUNT

» Account Summary
¥ Personal Information
*» Biling Information
» Calling Rates
¥ Tell a Friend
CALL SETTINGS

» Answering Rules

Messages | Call Log Contacts | Company Settings

My Settings | Download | FaxOut | RingOut

Greetings

The greetings listed below are currently being used by your Answering Rules. To change a greeting that plays in a specific rule,
select it from the corresponding list and then click Submit.

Did you know? You can have your greetings professionally recorded? %

Click here for more information or to get started. 3

Go to Company Greetings

opens :
P ) . » Forwarding Nu?rs My Rules
3. Click the Go to Company Greetings .
K Rule Name Greetings 4 5
link. » Music On Hold e H o
) . Dusiness Hours *Woicemail Greetin Default Voicemail Greeting - @@_
4. Selectthe default greeting via the » Blocked/Allowed Numbers !
Company Greeting drop-down list: » RingOut Options Agent Profile Rules Not Applicable
* RingMe Options.
3 italLi My Name
Thank you for calling [My Company]... * dlatanes : :
. ¥ Caller ID Setup Name used in Greetings Voicem*lame v What's this? Record a custom Audio name
Thank you for calling. If you know...
MESSAGE SETTINGS Voicemail name Anito
Ri C |' h ¥ Notification Settings
l.ng. entral’s text-to-speec prpgram DG Builtin Rules
will insert yourcompany name into the ¥+ Voicemail Settings Rule Name GreetingT
H H o, " H H
grleetlng if the My company optionis ¥ Fax Settings Do Not Disturb *Woicemdil Greeting Default Voicemail Greeting - [ (e (B3¢
selected.
Followlle *Introductory Greeting “Hello, ...answering service for.. - (] (Mew] (5] ()
5. Click th . toh th Call Scrgening Prompt "Please say your name...” - IDEDIEDE
-Llic € green arrow icon to hear the Play Connect Prompt “Please hold while | try to conflectyou.” = IDEDIEDE
message. *Woicemail Greeting Default Voicemail Greeting - IDEDIEDE
. . * Using your name - ¢ name under " o
Click Submit to save changes.
SUBMIT
OR
6. Press New to record a personalizedg
greeting or import prerecorded sound
(.wav) files. (New Company Greeting for Notes:

Company Business Hours Rule page
opens)

7. Follow the Record over the Phone
instructions.

Click Submit to save changes.

@ °* Type a new name in the Voicemail name field to change your bicemail name.

*Click Record or Edit button to record your name for callers to hear.
*From this page, you can also set Introductory or Voicemail greetings for different extensions.
Check that you are logged into the correct extension before changing settings.



Greetings — Order Professional
Voice Talents to Record Greetings

Customize your RingCentral
account with a professional
voice!

1. Click My Settings tab in the
main menu. (Account
Summary page opens)

2. Click Greetings on the panel
under CALL SETTINGS.
(Greetings page opens)

3. Click the image ad.

4. Watch the “Take a quick
tour” video.

5. Press Start Now to place your
order.

NOTE:

*Establish credibility, present a
professional presence, and
enhance business image by
ordering professional voice
talents to record greetings!
*One low price features more
than 80 professional voices and
hundreds of music tracks to
choose from!

Overview

ACCOUNT

¥ Account Summary
¥ Personal Information
* Biling Information
» Caling Rates
» Tell a Friend
CALL SETTINGS
» Answering Rules
» Forwarding Numbers.
» nas 2
¥ Music On Hold
» Blocked/Allowed Numbers
» RingOut Options.
* RingNe Options.
» DigitalLines
» Caller ID Setup
MESSAGE SETTINGS

» Notification Settings

Call Log Contacts mpany Settings

Greetings

My Settings Download FaxOut RingOut

1

2 o

The greetings listed below are currently being used by your Answering Rules. To change a greeting that plays in a specific rule,
selgct it from the coresponding list and then click Submit.

Click here for more information or to get started.

Did you know? You can have your greetings professionally recorded? %

Go to Company Greetings

My Rules

Rule Name Greetings

Business Hours *VVoicemail Greeting Default Voicemail Greeting v (e (E )
Agent Profile Rules Mot Applicable

My Name

Name used in Greetings Voicemail name ~ What's this? Record a custom Audio name
Voicemail name Anito HEX

Professional Voice Recordings

Enhance your business image

You write it, we record it!

Customize your Ring Central account with a 9
professional voice and establish instant credibility with Tﬂl'(e a

your callers while enhancing the image of your 4 quick tour

business.

W % Click Here

Ho annual contracts. Ho monthly fees.

With our top quality voice-overs and hundreds of
different music tracks for building your recording, you
can make your small or home-based business appear
as established as the leaders in your industry.
Crdering your production is completely safe, secure
and best of all_._ittakes just a few steps. 5
Getting your script recorded takes just a

few steps:

v only when you are ready to record



How To Record Company
Greeting Over the Phone

*Call your RingCentral number
*Enter your extension 0

*Press Star key (*) at any time

*Enter your password followed by
the Pound key (#)

*Press 2

*Press 2

*Press 2

eListen for the rule Company
Business Hours and select it when
prompted to do so

*Press 3 and follow directions

How to Record Voicemail
Greeting over the Phone

*Call your RingCentral number
*Enter your extension 0

*Press the Star key (*) at any time
*Enter your password followed by
the Pound key (#)

*Press 2

*Press 2

*Press 1

eListen for the rules, e.g., Business
Hours and Do Not Disturb, and
select it when prompted

*Press 2 and follow the instructions

How To Record Your Name Used
in Greetings Over the Phone

The RingCentral text-to-speech
program inserts your First and Last
name into the greeting when default
Introductory or Voicemail greetings
are used, e.g.,

“Your call has been forwarded to the
voicemail for Bob Johnson. No one is
available to take your call. At the
tone, please record your message...”

Instructions on how to have your
own voice pronounce your name:

*Call your RingCentral number
*Enter your extension 0

*Press Star key (*) at the prompt
*Enter your password followed by
the Pound key (#)

*Press 2

*Press 1 and follow the directions




My Rules
How to Record Greetings from

Rule Name Greetings
the PC : : : P—
Business Hours *Introductory Greeting Thank you for calling...
. . . . Play Connect Prompt "Please hold while RingCentral connect
1. Click My Settingstab in the main L _ [ :
menu. (AccountSummary page Woicemail Greeting Default Voicemail Greeting
opens) Agent Profile Rules Mot Applicable
2. Click Greetingson the panel
under CALL SETTINGS.

(Greetings page opens)

3. Clickthe New button
corresponding to the greeting ®
you want to record, e.g.,
Introductory Greeting, Play
Connect Prompt, and Voicemail
Greeting. The recording page for 5 Greeting name-
that specific greeting opens.

4. Click Record with Microphone.

5. Enter a name for your greeting e Import / Record with Microphone 4
in the Greetingname box. To record your Introductory Greeting with your microphone, please follow the directions below:

6. Press Record.

7. Speakinto the PC's microphone. » Press Record

8. Press Stop to stop recording. * Start speaking _

9. P Play t . » Press Stop to stop recording

' ress_ Yy to review your » Press Play to listen to your greeting

greeting. * Press Submit to submit your greeting

10. Click Submit when finished.

NOTE:

*Recording Greetings from PC only
works with Internet Explorer 5.x and
higher.



Greetings — Changing the Name
of a Greeting

When you record a new Voicemail
greetingfrom the telephone,
RingCentral will name the file as
“Voicemail Greeting Date/Time”.

To rename the file with a different
description:

1. Click My Settingstab in the main
menu. (Account Summary page
opens)

2. Click Greetingson the panel
under CALL SETTINGS.
(Greetings page opens)

3. Clickthe Edit button of the
greeting you want to rename.
(Edit Custom Voicemail
Greeting panel opens)

4. Renamethe file.

5. Click Submitto save changes.

My Rules
Rule Name

Business Hours

Agent Profile Rules

Greetings

*Introductory Greeting
Play Connect Prompt

*Woicemail Greeting

Mot Applicable

Go to Company Greetings

"Thank you for calling..” - E]
"Pleaze hold while RingCentral connectzy = E]
Default Veicemail Greeting - E]%

<




Click My Settings tab in the main
menu. The Account Summary page
displays.

Under Call Settings panel, click
Music On Hold. The Music On Hold
page displays.

Referto My Rules section; click the
Music On Hold drop-down list, then
selectyour preferred option as to
what music you want your callers to
hear while being forwarded to your
telephone numbers. You can also
set the Music On Hold to Nothing
(Silence) if you don’t want any
music played.

Refer to Built-in Rules section; then
click Interrupt music every drop-
down list, and select how often you
want hold music to be interrupted
with messages.

You can also select a message
prompt by clicking Interrupt with
prompt drop-down list, and selecting
your preferred message prompt. You
can hear the message prompt by
clickingthe green arrowE] icon
located right beside the

drop-down list. If you want to record
new music, click the button.

Refer to Caller on Hold section; you
can select the type of Hold music
callers will hear when you place
them on hold during a conversation
by clicking the drop-down list.

Click Submit to save your changes.

Music on Hold — Basic Setup

CALL SETTINGS
» Answering Rules
¢ Forwarding Numbers
» Greetings
¥ Music Qn th:l2
» Block wed Numbers
» RingCut Options
¢ Ringhe Options
» DigitalLines.
» Caller ID Setup

Call Log

My Rules
Rule Name Music On Hold
Business Hours Music On Hold:
Interrupt music every:

Interrupt with prompt:

Built-in Rules

Rule Name Music On Hold
Followhe Music On Hold:
Interrupt music every:
Interrupt with prompt:
Caller On Hold

Music On

Ring tones

Elewvator

Jazz
Ring tones
Mothing (Silence}

., °

Ring tones -

30 seconds

Thank you, Stay on the lin

-

RingOut

FaxOut

DEE
4

() o) (500

5

B (EE)

(Jfeu)Eng]

hold using # #

(Bes)

30 =econds

20 seconds
25 seconds
30 seconds
40 seconds
50 seconds
60 seconds

Mewer (Don't play any promptz)

Appreciate Patie
Thank You, Wait for Agent
Appreciate Patience, Wait for Agent

Thank vou, Stay on the line

, Stay on the line

Elewvator

Waltz

Jazz

Mothing (Silence}




Tip:

Music On Hold — Importing pre-recorded Music (in .wav format)

Clickthe My Settings tab in the
main menu. The Account
Summary page displays.

Click Music On Hold in the Call
Settings panel. The Music window
displays.

Click the button
corresponding to the music or
greeting you want to upload. The
Upload Music On Hold — New
page displays.

Enter a name for your greeting in
the greeting Name field.

Click Import. Your browser’s
search window displays. Browse
the file you wish to import, highlight
and click Open. A status bar will
display the progress. Your
greeting has been loaded when the
status bar stops moving and the
length of your greeting is displayed.
Click Play to review your greeting.
Click Submit to save your
changes.

For best quality greeting, format
mustbe either:

- CCITT u-Law (G711a), 8 kHz, 8
bit mono (recommended) or

- PCM 8 kHz, 16 bit mono

NOTE: Importing music only works with

Internet Explorer 5.x and higher.
The Active X Control does not work
in Netscape, Mozilla or Mozilla
Firefox browsers.

Chonrvi o Messagas l Call Leg Contacts Company Settings My Settings Download | FaxOut RingDut

CALL SETTINGS My Rules
) Rule Name Music On Hold
» Anzwering Rules
Business Hours Music On Hold: Ring tones - ﬂ@’m

¢ Forwarding Numbers . i

Interrupt music every: 30 seconds -
» Greetings Interrupt with prompt: Thank you, Stay on the ine v ()] (B (%)
» Music On Hold My Rule 1 Music On Hold: Jazz v [w)men]) (B ()
» Block ?d Mumbers Interrupt music every: Mever (Don't play any prompts) -

Interrupt with prompt: Thank you, Stay on the line

¢ RingOut Options
¢ Ringle Options
¢ DigitalLines

¢ Caller ID Setup

Upload Music On Hold - New

You can upload your own custom music on hold using the interface below.

Please enter a name for your music on hold and then press Import to upload a pre-recorded .wav file (the properties of your .wav
file must be PCM, 8kHz or 11kHz, 16 bit, mona).

You can also use the Record button to record music from an external device,like a CD player, using the line-in on your computer.

The maximum allowed duration is 15 minutes.

MName: Guitar Music 4

Sto 0.0
| pped secl @

(> Piay_| (1= stop | = .Record | [ import | .o
s

SU%_IT CANCEL




Message Settings — Forwarding Voice or Fax Mail to Different Employees

Click My Settings in the main
menu. The Account Summary
page displays.

Click Notification Settings in
the left panel. The
notifications Settings page
displays.

Click the (EmcHERAGE]

button for more advanced
notification options. Customize
text and e-mail delivery of
different types of messages to
different employees.

In the Voice Message panel,
configure to receive e-mail and
text messages when voicemail
arrives.

If you uncheck the Urgent
Priority box in the Voice
Messages panel, you could
even configure different
delivery addresses if the
voicemail was marked
“Urgent.”

Click to save changes.

SADEDUNT

¥ Account Summany

BRI — e ———

¥ Parsonal mormanion

 Eillling Idormacion

L=

¥ Teill a Friend

CALL EETTIRGE
F Anmwering Rules
¥ Forwardiing Mumbers
b Crestings

¥ Music Om Haold

} ElocosmiAlowsd Numisers

¥ FRingrCurt Cmtlons:

Call Log | Contacts | Company Settings | by ! | Devaniload | FareOurt | RingOut

Advanced Notification Settings 1

Select your prefered type of notification for each of the following options below. Separate multiple email addresses with
sami-colons. To add ane or more mobile phones (for text messaging to cell phones or FDAS), click Add Mobile Phone.

Format of notification

Voicr sessages

Vaormal Priority

Send Notification with Attschment
[0 Delete message from my account when engil
briangiringoentral com; edofringoentral cor

¥ Ringhte Coflons:

¥ DighaiLines

¥ Coailiar 1D Situp
MEEEAGE EETTINGE

¥ Notification Satings
F Wb Semings
b Wolommsll SaTings

¥ Fane Sesings

Eriw oe = e STl EECTEERED MDENEOES Ty BT

O O ITeone ki el sccrersas o cicdc Acc Mobie: Fhone.

[ Usz the sagg€ z=ttings a5 Mormal Priority messages
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Outbound Fax Confirmations

Email Send Email Confirmations -
Send to: orianringeentral com
e o T ST ECCrEETET TEEheS Sy TET-CTTE
Text Messaging Enabled -
Sand to: 55855121 A0d Mol Prone

Enter o o mone micle el eccrerees o cick Ao Wicle Fhone
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Message Settings — SMS Text Alert to Mobile when Messages Arrive

Click My Settings in the main
menu. The Account Summary
page displays.

Click Notification Settings in
the left panel. The
Notifications Settings page
displays.

Enter your Mobile’s text
address to which to send the
SMS alert. Use the Add Mobile
Phone link and RingCentral will
append the carrier’s DNS
address.

Voice Messages

Select Enabled in the Text
Messaging drop-down box if
you want to automatically
receive a text message alert on
your mobile.

Fax Messages

Select Enabled in the Text
Messaging drop-down box if
you want to automatically
receive a text message alert on
your mobile.

Click to save

changes.

Example of the text notification

eccages Call Leg Contacts Download

RingOut

Hotification Settings 1 -‘Ef \ﬂ'

Select your prefemed type of notification for each of the following options below. Separate multiple email sddresses with semi-colons.
To add one or more mobile phones {for text messaging to cell phones or PDAS), click Add Mobile Phone.
+ Billling Irformation

+ Calling Rates

For incressed flexibility, switch to Advanced Motification Settings: [ SWITCH 10 ADMARCED.

» Tell 2 Friend
CALL SETTINGS Email notifications will be sent to: briang@ringcentral.com
SEEETE Format of nofification smails: HTML -
| = Text messages will be sent to: Add Mghile Phone 3

¥ Grestings
¥ Musk: On Hald

Voice Messages

! EesEsAl e Email Sand Notifization Only - 3 P Sy =
¥ FingCul Opikons £ | http://service.nngcentral.com,/setup/add_m | 33
Dielete meszage from my sccount —

' Text Messagi 4 Enghied J

[ 5 I 30
b DigRaLies e ] = Fhone Mumber:  B8E5551212
reEmEE= Frovider . -

MEZSAGE SETTINGS J

Email Sand Notification Only o ——

» Motification Settings I_I
: Delete fi nt
e message from my scoount |
R Pom—— Text Messaging 5 Ensbed o J
9 £ =

- 2 €D Internet | Protected Mc 3 ~  H75%

Incoming Calls

Email Do NBTSend Notification -
Unless the caller leaves 3 voicemail
Unlzzs 've answersd the oall

Text Messaging Disabled
Unlez=s 3 message was recsived
Unlz=zs the call was answarsd

nd Fax Confirmations

e | mail Send Email Confirmations -
g ext Messaging Disabled o
‘i. Y
From: RingCental e
Subjoct Yoica Mescage Q:E
Mzg: Mew Voice Message fom 6
Bob Smith (734) 5551212 for
RingCentral user (602} 555-3034




Message Settings — SMS Text Alert for Missed Incoming Calls

Click My Settings in the main
menu. The Account Summary
page displays.

Click Notification Settings in
the left panel. The
Notifications Settings page
displays.

Enter your Mobile address.

Select Enabled in Text
Messaging.

Checkthe “Unless a message
was received’” and “Unless the
call was answered” check
boxes.

Click to save

changes.

Crverview

ACCOUNT

¥ Eilling Insymmztion
» Calling Fates
¥ Tell a Friend

CALL SETTINGS

¥ RIngOut Ogtions
+ Ringhte Options
» DighziLines
¥ Calier ID Setup
MESSAGE SETTINGS
¥ Motification Settings
» Wen Sesings
¥ Violcamall Ssmings Z
¥ Fax Semngs -

Messages

Notification Settings

Contacts

Call Log

= @

1

Select your prefemred type of notification for esch of the following options below. Separate multiple email addresses with semi-
colons. To add one or more mobile phones (for text messaging to cell phones or PDAs), click Add Mobile Phone.

For inoreased flexibility, switch to Advanced MNotification Settings: [w]

Email naotifications will be sent to: briang@ringoentral. com

Format of notification emails: HTML - 3

Text messages will be sent to: BBBEES1212 Add Mobile Fhone

Voice Messages

Email Send Motification Only -
] Delste message from my account when emailed

Enabled - 4_

Text Messaging

Fax Messages

Email Send Motification Only -
[ Delete message from my account when emailed

Disabled

Text Messaging
Incoming Calls
Email Send Motification on Every Call -

5 Unless the caller leaves 3 voicemail

Unless I've answered the call
Text Messaging Enabled -
[] Unless & message was received

[7] Unless the call was answered

Cutbound Fax Confirmations

Email Send Email Confirmations -

Disabled -

%6

Text Messaging



Message Settings — Web Settings: Auto Delete VM / RingCentral VM Player

Click My Settings in the main
menu. The Account Summary
page displays.

Click Web Settings in the left
panel. The Web Settings page
displays.

Select your preferences.

Check “Automatically delete
old messages..” box if you
receive lots of messages, and
don’twant mailbox filled up. If
this option is not selected and
when your mailbox is full,
callers will not be allowed to
leave a message.

Install the “RingCentral
Voicemail Player” from your
Download menu, choose it as
your default media player.

Click the “play audio” icon in
your Messages folder to listen
to the voicemail messages.

Click to save changes.

NOTE: The Voice mail player options can

only be viewed in Microsoft
Internet Explorer. Other browsers
are not compatible.

Overview | Messages ‘ Call Leg

ACCOUNT @

6

¥ Aooourt Summary

¥ Perscral inommation
¥ Blling informatkn
b Calling Rates
¥ Tell aFrind
CALL SETTINGS
¥ Answering Fules
b Forwarding Mumbars
b Grestings
¥ Miuskc On Hold

b Blockediliwed Numbers
¥ RingOut Options

¥ Ringhde Options

b DighalLines

¥ Caller ID Seup

MESIAGE SETTINGE

Contacts | RingOut

\Web Settings 1 filﬁ" \@

Mumber of messages to display per page in Messages: 10 - 3

Automatically delete old messages if my mailbox reaches capacity (200 messages) 4
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Call Log Default View: Simple -

Show me the Call Logs from: My Extension Cnly -

Google Maps -

When locking up a phone number's Location, use:

Flease select the type of media player you would like to use when listening to voice messages over the Internet:

\ RingCentral Voicemail Player 5
N Systern Default Player

Inbox 1-10 o 22 {14 maw) '@'
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Click My Settings in the main
menu. The Account Summary

page displays.

Click Fax Settings in the left
panel. The Fax Settings page

displays.

Select to receive incoming
faxes as PDF or TIFF files.

Choose the cover page style to
use when using FaxOut or fax

by e-mail.

Enter all e-mail addresses that
will be allowed to send faxes
via e-mail through this

account.

NOTE: The e-mail address you

enteredin Personal

Information is always treated
as a trusted address.

Check whether to not include
a Cover Page when Subject

field is empty.

Click to save changes.

Message Settings — Fax Settings

ACCOUNT

k Account Summary
+ Personal Information
» Billing Information
» Calling Rates
» Tell a Friend
CALL SETTINGS
k Answering Rules
b Forwarding Numbers
» Greetings
» Kusic On Hold
¥ Blocked/Allowed Numbers
+ RingOut Options
» RingMe Options
» DigitalLines
» Caller ID Setup
MESSAGE SETTINGS
» Motification Settings
» Web Seftings

» Voicemail Settings

» Fax Settings g

Download

Fax Settings lﬁﬂ-ée (2]

Incoming Faxes

Store incoming Fax messages as:

' ' TIFF 3

Outgoing Faxes

Global Options 4

Cover Page Style: Contermpo ~  Preview

Email to Fax Options

Trusted email addresses (email addresses that can use Email to Fax). Learn More...

Add
edo@ringcentral.com Re 5
[C] Do nat use Cover Page if Subject is empty 6

W



Extensions — Setting up Company Level Rules

Click Company Settingsin the main menu.
The Extensions Summary page opens.

Click Company Rules in the left menu. The
Company Menu Rules page opens.

If you wish to establish a separate After
Hours rule, press the link to the right of the
Company After Hours line and follow the
wizard. (If you don’t create After Hours
times, the Business Hours rule will be in
operation 24 hours a day.

To establish how calls will be answered at
the Company level during Business hours,
click Edit.

Specify how to handle incoming calls. Either:

a) Play Company Greeting with
option to disconnect caller or send
onto extension 0 after greeting is
played,

OR

b) Don’t play Company Greeting.
Route caller directly to a specific
extension, or, to all extensions in

rotating order.

Click Finish to complete.

Overview Call Log 5 C ny My Settings Download FaxOut RingOut

EXTENSIONS

Extensions Summary

} Extensions

BT

» Extension Permissions

COMPANY SETTINGS

¥ Company Rules 2

}+ Company Greetings 0 JohnDoe 14 g Enabled

|rn
=<

dit 4

E |

} Company Dirsctory 100 Extension 1 0 1] Enabled Edit
} Regional Settings 222 fax on demand ] 0 Enabled Edit Yes
» Caller ID Name 702 Jane Doe 1 o Enabled Edit Yes

Available

Edit Company Menu Rule: Action - Company Business Hours

Please specify how you would like to handle incoming calls in the Company Menu:

@  Play Company Greeting: “Thank you for calling. It you know..” + (=]

Disconnect if an extension is not entered after the Company Greeting plays 3 times.
5 ©  Send callers to the "0 - System Extension” if an extension is not entered.

@ Do not play Company Greeting, instead route callers directly to extension: | 0 - System Extension -

=2 e

Messages
Statu nge ompany Preferences |Delete
[iow [Saved] ory
es dit



4.

Extensions — Activating a Company Directory

Click Company Settings in the main menu.
The Extensions Summary page displays.

Click Company Directory in the left menu
panel. The Company Greetings page opens.
(Click Continue to set up your Company
Directory).

In the Company Directory Settings Page:

a)

b)

c)

d)

e)

Enter the Extension Number the
callers will use to access your
Company Directory.

Select whether to search by First
Name or Last Name.

Select the amount of letters
(between 1-4) the callers will enter

to search.

Choose if the callers will hear the
entire directory when pressing (1).

Click Next.

In the Company Directory — Extensions page:

a)

b)

Select the Extensions you wish to
add to your Company Directory.

Click No to toggle Yes in the
Directory Company column.

Oveniew Call Log Contacts Company Settings My Settings Download RingOut Available

EXTENSIONS Company Directory

» Extensions. " .
You can change the functionality of your Company Directory below. Click Submit to save your

» Extension Permissions changes.

COMPANY SETTINGS

Extension callers will disl to scoess the

Extension Number: 9 company dirEstory.

» Company Rules

» Company Greetings

» Company Di ry
» Regional Settings

} Caller ID Name

Last Name = Fizkis used by the sesrch function,

Search by: 3

Minimum number of letters to enter by

Atleast ~ 3 - the callers before ssarching.

Number of letters required:

) Do you want to piay the complete
Read complete directory: Mo = directory if callers press 17

DEPARTMENTS

» Departments Deactivate Compamy Directory

» Agents Status
» Departments Status

z2 o

Extensions Summary 4

m
:
= Status | Change Cf)rnpany Preferences |Delete
[icw [saved prsciory
Yes dit

John Doe 14 8 Enabled dit

=
|ITI
|ITI

100 Extension 1 0 o Enabled Edit No Edit
222 fax on demand 0 ] Enabled Edit . Edit
702 Jane Doe 10 Enabled Edit Yes Edit
703 Johnny Appleseed 2 o Enabled Edit Yes Edit
705 Extension 1 0 0 Enabled Edit Yes Edit
706 Extension 1 0 0 Enabled Edit Yes Edit
709 Extension 2 0 0 Disabled Edit Edit
803 Jane Watson 1 0 Enabled Edit Yes Edit
9 Company Directory Edit

|
@

Deactivate Extensions to remove all your extensions and switch your account to Single Extension Mode.




Extensions — Selecting Feature Permissions for Employees

Click Company Settingsin the main menu.
The Extensions Summary page displays.

EXTENSIONS Extension Permissions

Click Extensions Permissions. The Extension

Permissions page displays.

Set permissions for:
Admin

International

RingOut

RingMe

Send Fax

Caller ID

After Agent Profile Rule
View extensions
Regional Settings

Click Submit to save changes.

}+ Extensions
} Extension Permissions
COMPANY SETTINGS

+ Company Rules

+ Company Greetings

+ Company Directory

» Regional Settings

» Caller ID Name
DEPARTMENTS

+ Departments

F Agents Status

r Departments Status

You can disallow certain extensions from using the following features by deselecting them here.

0  System Extension
1 Sales

100 Extension 1

2 Customer Service
222 fax on demand
702 Jane Doe

703 Johnny Appleseed
705 Extension 1

706 Extension 1

70T test

803 Jane Watson

i e e s

IDHHHHHDHDDE

OOD0EEEEEO@OE

OOD0EEEEEO@OE

OOD0EEEEEO@OE

OOD0EEEEEO@OE

DEEREREEEERE=

OEEEEEEEODEE

OFNEEEEEROE E
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Extensions — Adding more Extensions

1. ClickCompany Settingsin the main menu.
The Extensions Summary page opens.

2. Click Add Extensions. The Additional
Extensions page opens.

3. Enter the number of additional extensions
needed.

4. Click Submit. The Extensions Summary page
opens with the additional extensions
disabled.

Your RingCentral plan comes with extensions.
Professional — 5 extensions
Business Plus — 10 extensions
Business Power — 20 extensions
Business Premium — 100 extensions

5. Click Continue to proceed.

You will only need to purchase additional
extensions when you have used your allotment.

Tip: The most cost effective way to get more
extensions is to upgrade to a higher service plan.

3 Additional Extensions: 1 @ $2.99 each per month ($2.99 total)

EXTENSIONS .10::3'9 @

Extensions Summary

» Extensions

Messages
COMPANY SETTINGS Status OmpANY | o terences |Delete
[iew [saved =
» Company Rules
es dit

» Company Grestings 0 JohnDoe 14 8 Enabled dit

|rn
=<
|rn

D BT R 100 Extension 1 0 1] Enabled Edit Mo Edit
» Regional Settings. 222 faxon demand 0 0 Enabled Edit No Edit
» Caller ID Name 702 Jane Doe 1 1] Enabled Edit Yes Edit
DEPARTMENT S 703 Johnny Appleseed 2 1} Enabled Edit Yes Edit
b Emgiisie 705 Extension 1 0 0 Enabled Edit Yes Edit
DGEEIBERTS 706 Extension 1 0 o Enabled Edit Yes Edit
» Departments Status
709 Extension 2 o 0 Disabled Edit Edit
803 Jane Watson 1 a Enabled Edit Yes Edit
g Company Directory Edit

|

p

_ 2. Billing Confirmation 3. Order Confirmation

All of your free extensions are currently active.
You may add as many extensions as you like at low price of $2.99 each per month.

Please enter the amount of extensions you would like to add:

The cost of these additional extensions is a recurring monthly charge. Any available discount will be applied at the time you
place your order.

4 ) (scacse)




Extensions — Disabling and Deleting Extensions

1. ClickCompany Settingsin the main menu.
The Extensions Summary page displays.

To Disabled an extension:

2. ClickEnabled on the extension you wish to
disable. The Disabled Extension page
displays.

3.  Click Submit to save changes.
NOTE: Disabling an extension leaves the
extension and all its rules in the system. You can

re-activate the extension by clicking Disabled.

To Delete an extension:

4. Clickthe check box in the Delete column
corresponding to the extension you wish to
delete.

5. Click Delete. The warming window displays.

6. Click OK to continue.

NOTE: Deleting an extension removes the
extension and all its rules from your system. You
would need to rebuild all the extensions
permissions and rules to recreate the extension.

Download FaxOut

Available

My Settings

RingOut

. o®
EATENSIONS Extensions Summary = @

[ Extensions |
=2

Extensions

b Extension Permissions

COMPANY SETTINGS

» Company Rules

N p 0 JohnDoe 14 8 Enabled Edit Yes Edit
5 TrreTy T eET 100 Extension 1 i) 0 Enabled Edit No Edit
» Regional Settings 222 faxon demand 0 4] Enabled Edit Yes Edit
» Caller ID Name 702 Jane Doe 1 1] Enabled Edit Yes Edit
DEPARTMENTS || |703 Johnny Appleseed 2 o Enabled Edit Yes Edit 4’
+ Departments 705 Extension 1 [ Enabled Edit Yes Edit
DREEIBEETD 706 Extension 1 0 0 Enabled Edit Yes Edit
» Departments Status
709 Extension 2 0 o Disabled Edit Edit
803 Jane Watson a1 ] Enabled Edit Yes Edit
9  Company Directory Edit

|
@

Deactivate Extensions to remove all your extensions and switch your account to Single Extension Mode.

-
Message from webpage M

Areyou sure you want to delete the selected extension(s)?

WARNIMG! Any messages, customized greetings and rules
within these extensions will be lost and cannot be recovered.

6 [ ok ][ Cconce




Extensions — Deleting All Extensions

1. ClickCompany Settingsin the main menu.
The Extensions Summary page displays.

2. Click Deactivate Extensions. The Deactivate
Multiple Extensions page opens. READ
WARNING!

3. Click Continue. A second warming page
displays.

4. Click Submit to save changes.

NOTE: Extension 0 settings will then be in effect
for your non-extension account.

Deactivate Multiple Extensions

If you want to deactivate multiple extension
mode and convert your account to single
extension mode, please click Continue.

Warning! All of your extensions and any
messages or greetings therein will be deleted if
you convert to a single extension these greetings
and messages cannot be recovered.

erview M g Call Log Contac Compa My Settings Download FaxOut RingQOut Available

s

) 0@
EXTENSIONS Extensions Summary s @

m
:
= Status / Change £ f:rnpany Preferences |Delete|
m Saved Directory
Yes dit

John Doe 14 g Enabled dit

» Exiensions
¥ Extension Permissions

COMPANY SETTINGS

» Company Rules

m

Q

m

» Company Greetings

e e 100 Extension 1 0 o Enabled Edit No Edit
» Regional Settings 222 faxon demand 0 0 Enabled Edit Yes Edit
» Caller ID Name 702 Jane Doe 1 0 Enabled Edit Yes Edit
DEPARTMENT S I 703 Johnnv Appleseed 2 o Enabled Edit Yes Edit
* Departments 705 Extension 1 0 0 Enabled Edit Yes Edit
D RELBEER 706 Extension 1 0 0 Enabled Edit Yes Edit
» Departments Status
709 Extension 2 [V} Disabled Edit Edit
803 Jane Watson 1 o Enabled Edit Yes Edit
8  Company Directory Edit

E
@

2 Deactivate Extensions to remove all your extensions and switch your account to Single Extension Mode.

Deactivate Multiple Extensions

If you want to deactivate multiple extension mode and convert your account to single extension mode, please click Continue.

Warning! All of your extensions and any messages or greetings therein will be deleted if you convert to a single extension. These
greetings and messages cannot be recovered.
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Messages — Listening to Voice Messages from a Telephone

1. Callyour toll-free or local
RingCentral number. To reach the Main Menu, Dial your Main or Local Number then

2. Pressthe star (*) key. .
- With extensions, Dial the extenson. Press | * Jthen Enter your password and Press _#_ or
3. Enteryour password.
if you don't have extensions, simply Press _* | Enter your password and Press #
4. Pressthe pound (#) key as soon
as your service answers or as
soon as it starts ringing.

3

. Listen to Messages
NOTE: If you have multiple

extensions, you will need to dial

|
an extension before you attempt 1] Repeatihe message
to Io_gln._ For example, if you are 21 savethe message
logging into extension 101, you —
should dial your RingCentral 3| Erase the message
number. Then, press 101* s
[password]#. i Return the call
1 P - '
5. Pressone (1) to listen to your 5| Forwardthe message lo extension
messages. During or after I . 5
listening to the message, press (] Skip the m2s3296 (kneping tnew)
one of the following actions ] Exit message review

options listed on the right.



Messages — Listening to Voice Messages from the Online Panel

1. Clickthe Messages tab in the
mainmenu. The Messages page
displays. (The page Overview ges Call Log Contacts Company Settings My Settings Download FaxOut RingOut
automatically shifts to your inbox
folder.)

f[Play |
2. Clickthe =) button to listen

to the message Open W From Name Location Received Length Save Forward
_ - SEe [ RingCentrallne. ynpoor rpdoenta Thu 04/16/2009 831 PM TKB & 2

3. Your PC’s media player will begin

playing the message. @(Parl~ [O] (314)831-3345 <5 Add Contact Saintl.. Wed 03/18/2009 555AM & sec s =3
Tip: If you select RingCentral |--DEfeTE || MARKAS READ || MARK AS UNREAD.| |, BLOCK... \-MEXT_ b || REFRESH |

Voicemail player as your default

player, you only need to hover

your cursor over Play. The v 3

message will automatically play. - =

You can find the RingCentral & Voicemail Player - Windows Internet Explor.. Elilg

:g(l))lcemallplayer in the Download |g, http://service.ringcentral.com/msgs/voicemsg.aspmsgid | @ |

Message from: (314) 831-3345

NOTE: The RingCentral Voicemail

player only works with Internet Stopped 0.6 sec

Explorer and will not work when I =B

you use the Mozilla Firefox . ..........muulllllﬂ .

browser.

RingCentral stores messages in &) Internet | Protected Mede: On 5 v H100% -

your online account for up to 30
days.

Click the check box next to the
number and then an orange
button on the bottom to:
Delete the Message
Mark the message as read
Mark messages as unread
Block the number



Messages — Viewing Fax Messages from the Online Panel

Click the Messages tab in the main menu.
Under folders on the left panel, click Sent Overview ess;: Call Log Contacts Company Settings My Settings Download FaxOut RingOut
Items. (Sent Items folder displays.)

Clickthe Save = icon. Sent tems 1-30f3 (1 new) @
Click Open in the File Download window Open E To Recipient Sent Length Save Forward Status  File Name
and the fax image will be presented. g[view] [0 (415) 738-8002 Fri 12/18/2009  9:22 AM 1 page = 2 =  Sent
- . U =l i C i
NOTE: Images are displayed in PDF format [view]  [O] (BBB)555-1212 Fri 12/18/2009  9:37 AM 1 page = =  Failed
by default.
| DELETE ||  MARKASREAD || MARKAS UNREAD || BLOCK | NEXT » || REFRESH |
Tip: The @a[wiew| buttonis bestused for
preview uiny, as uie image quality is not as v
good as clicking Save/Open. Rl P gegubaz: - Foveman A [ File Download (i |

RingCentral will store faxes in your online e Do you want to open or save this file?
accountfor up to 30 days. To: From:  JohnDos
My Company = MName: Message-12182009-172107 .tif
Clickthe check box next to the number and o bl B ﬁ_ Type: TIFF Image, 8.10KB
then an orange button on the bottom to: oA 4404 From: service.ringcentral.com
Fhone: Fhone: (888} 555-1242
Delete the message FaxPhone: +1 (415) 738-8002 Fax Phone: (808) 5551212 < [ Open ] [ Save ] [ Cancel ]
Mark the message as read Date: 1217008 d"”i ~
Mark messages as unread N -
Block the number coer shast: © ! While files from the Intemet can be useful, some files can potentially
l@ harm your computer. f you do not trust the source, do not open or
save this file. What's the risk?

.............................
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Messages — Downloading Voice (or Fax) Messages to Your PC

Click the Messages tab in the main Overview Messages Call Log Contacts Company Settings My Settings Download FaxOut RingOut
menu. (The Message page displays.) w 1
Selectthe message you want to Inb ) @
download, and click the Save = nbox 1-100r22 (14 new)
icon. Open B From Name Location Received Length Save Forward
The File download window displays. @[l [ RingCentral Inc. ﬁ;ﬁﬂiﬂ‘ﬁgﬁ:ﬁra" Thu 04/16/2009  8:31 PM 7 KB - 2 =

. . 5 5 =] 1 g
Click Save (The Save As window 4 [] (314) 831-3345 Add Contact Saint L Wed 03/18/2009 5:55 AM_&-<Ec - =
displays). Browse to where you want to

save your file on your PC, and click
Save.

o '
File Download [

Do you want to open or save this file?

J]:. Mame: Message-03182009-055526.wav
way Type: Wave Sound, 7.41KB

From: serviceringcentral.com

[ open [ sme J[ Cance |

ham your computer. f you do not trust the source, do not open or

l@ While files from the Intemet can be useful, some files can potentially
save this file. What s the risk?




Account Settings — Adding a
RingCentral Phone Number

1. Click My Settingstab in the
Main Menu. (Account Summary
page displays)

2. Clickthe Add RingCentral Phone
Number link. (Add RingCentral
Number page displays)

3. Choosethe type of number you
want to add to your service and
complete the activation wizard.

NOTE:
*Your RingCentral number will be
activatedimmediately.

*Allow up to 10 business days for
Vanity numbers to be activated.

*Order a Vanity number and make it
easy for customersto remember
your phone number! For more
information, click here.

Contacts

Call Log

Account Summary

Senvice Plan:
Included Calling Credits:

Purchased Calling Credits:

International Calling:
Regional Settings:

Company Settings My Settings Download ‘ FaxOut ‘ RingOut

RingCentral Plus - tester, subscriber since 06/09/2005

$29.35 available
(498 Plan minutes at 5.9¢)

$59.00 available
(1,000 Plan minutes at 5.9¢)

Auto Purchase
Enabled
Pacific Time (US & Canada)

RingCentral Phone Numbers
Location
Toll-Free

Phone Number

Main:  (888)555-1212

Fax: (415) 408-5726
(800) 381-5815
(469) 374-8732
(888) 524-4103
(888) 254-1743

Transfer an Existing Number

Mowvato, CA

Toll-Free

Dallas, TX

Toll-Free
Toll-Free

2 Add RingCentral Phone Number

RingCentral Digiic _ines

Phone Number Device Name

(866) 610-9440 == SoftPhon
Woice and Fax = PC: CURT
(888) 536-0191 == SoftPhon
Woice and Fax wa  PC:vladw

Add RingCentral Number

Type Extension

Woice and Fax 0 - System Extension

Fax only 0 - System Extension Delete
Fax only Company Greeting Delete
Voice and Fax Company Greeting Delete
Voice anly 2 - Customer Service Delete
Voice and Fax Company Greeting Delete

What kind of number would you like to add to your service?

Additional numbers are $4.99 per month and will be billed with your regular monthly service charges.

Standard Toll Free Number (Mo extra charge)
@  (888) (877) (866) (888) 316-9107

True 800 Number ($20.00 $15.00 one time charge) (800) 3134805

Local Number
Choose State/Province Select an Area Code Sort by
- - @ Ccity
Area Code

Search for a Vanity Toll Free Number

Enter any combination of letters, numbers or wildcards (the * symbol) Keypad Reference
R scarcn | [

L

z

Learn more about using wildcards

One-time $30 Vanity number setup fee will be charged when activated.

e
(e
BEE


http://help.ringcentral.com/app/answers/detail/a_id/18�

Account Settings — Pointing a
RingCentral Number Directly to

an Extension

1. Click My Settingsin the Main

Menu. (Account Summary page

displays)

2. Clickthe link (under the
Extension column) of the phone
number you want to redirect (in
this example, 888 254-1743).

3. Select the extension from the
drop-down list (in this example,
702 Jane Doe).

4. Click Submitto save changes.
Callers will now be routed to
Extension 702 when they dial
888254 1743.

RingCentral Phone Numbers

Phone Number

Main:  (B88)585-1212

Fax (415) 408-5726
(800) 381-5815
(469) 374-8732
(888) 524-4103
(888) 2541743

ocat e oerson J
Toll-Free Voice and Fax =SToE tension
Maovato, CA Fax only 0-System Extension
Toll-Free Fax only Company Greeting
Dallas, TX Voice and Fax Company Greeting
Toll-Free Voice only 2 - Customer Sernvice
Toll-Free Voice and Fax

Transfer an Existing HNumber

Add RingCentral Phone Number

| Call Log |

Contacts

ZCUmgany Greeting

|l
H=Y
T
Hi:
o

o
=
]
-
m

-
=)
]
-
o

|l
H=Y
T
Hi:
o

o
=N
]
-
m

Assign RingCentral Phone Number to

Assign (888) 254-1743 to:

Extension

{702 - Jane Doe

= 4

Company Greeting
Company Directory
0 - System Extension
1-5ales

100 - Extension 1

2 - Custormer Service
222 - fax on demand
702 - Jane Doe

703 - Johnny Appleseed
705 - Extension 1
706 - Extension 1
07 -test

|| cmce |




Account Settings — Changing a [Tl o LiE e

RingCentral Number to Receive Phone Number Location W Extension
Faxes Only Main: (888) 555-1212 Toll-Free PoteE and Fax 0 - System Extension
Fax (415) 408-5726 Movato, CA Fax only 0 - System Extension Delete
. (800} 381-5815 Toll-Free Fax only Company Greeting Delete
RingCentral phone numbers can be (460) 374-8732 Dallas, TX Voice and Fax Company Greeting Delete
provisioned at the front end to (BB8) 524-4103 Toll-Free Voice only 2 - Customer Service Delete
receive: (B88) 254-1743 Toll-Free 2 Voice and Fax Company Greeting Delete
Transfer an Existing Number
Voice and Fax calls Add RingCentral Phone Humber
or Fax calls only

1. Click My Settingsin the Main
Menu. (Account Summary page

displays)
2. Clickthe link (under the Type Edit RingCgntral Number
column) of the phone number
you want to provision for Fax Phone Number- (888) 254-1743:
only. (Edit RingCentral Number
page displays) 3'@' Voice and Fax
3. Clickthe Fax Only radio button. - Voice only
20 Fax only

4. Click Submitto save changes.

4 |oSuBMIT | | CANCEL

NOTE:
*After saving changes, the number is
now provisioned for Fax only.

*The number can then be assigned to
Extension O to give callers a fax tone
once they connect. If the extension is
left as “Company Greeting,” the
company greeting will play for a few
seconds followed immediately by the
fax tones.



Account Settings —Purchasing Calling

Credit Minutes Company Settings My Settings Download ‘ FaxOut | RingOut

Contacts

Call Log

1. Click My Settings in the Main Menu.

(Account Summary page displays and Account Summary
shows remaining balances of Included
and Purchased Calling minutes. Senice Plan: RingCentral Plus - tester, subscriber since 06/09/2005
Included Calling Credits: $29.50 available
*Included Minutes expire at the end of the (500 Plan minutes at 5.9¢)
monthly billing cycle. Purchased Calling Credits: $59.00 available
*Purchased Minutes roll-over for up to 12 0 E g at 5.9¢)
months. 2

&=

2. Click Auto Purchase to buy additional intermational Callin )
c Time (US & Canada)

calling credit minutes. (Auto Purchase Regional Settings:
Options page displays)

RingCentral Phone Numbers

3. Choose a Calling Credits Package, i.e., Phone Number Tocation Type S Tra—
$20 (equivalent to 399 Plan) or 5100 Main: (388) 555-1212 Toll-Free Voice and Fax 0 - System Extension
(equivalent to 1,695 Plan). -
Fax (415) 408-5726 Movato, CA Fax anly 0 - System Extension
OR
Clickthe Buy Now link to immediately ® ¢
purchase call credits if you ran out of

Included Minutes.

uto Purchase Options

4. Click Submit to save changes.
Auto Purchase feature ensures you will never run out of calling credits. The selected package will be automatically purchased
NOTE: when you are running low on calling credits, which prevents any potential interruption of senvice. Purchased funds will rall over

*Purchased Minutes will roll over for up to 12 month-to-month for up to 12 months.
monthly billing periods.

*Auto Purchase ensures you will never ran Calling Credits Package

out of calling credits. The selected Calling . .

Credits Package will be automatically 3 @ $20.00 (equivalent to 339 Plan minutes at 5.9¢ ) Buy Now
purchased once you run low on calling @  $100.00 (equivalent to 1,695 Plan minutes at 5.9¢ )  Buy Now
credits.

*Check that your account’s Auto Purchase is

Active to ensure that you will never run out

of minutes, which could lead to service
interruptions.



Account Settings — Changing Your
Time Zone

The call times displayed in the Call
Log and Messages for both calls and
faxes are adjusted for your time-
zone.

Each extension can have its own
time-zone setting. To change, log
into that extension and follow these
steps:

1. Click My Settingsin the Main
Menu. (Account Summary page
displays)

2. Clickthe Regional Settings link.
(Regional Settings page displays)

3. Clickthe Time Zone drop-down
list and select your new zone.

4. Make the necessary changesin
the additional fields, e.g.,
Formatting, Home Country
Code, and Greetings Language.

5. Click Submitto save changes.

NOTE:

The option to change Time Zone is
not allowed for an extension if
Regional Settings does not appear
as a hyperlink. Contact your
administratorto enable this feature.

Contacts Company Settings My Settings

Call Lo g

% @

Account Summary

RingCentral Plus - tester, subscriber since 06/09/2005

$29.50 available
(500 Plan minutes at 5.9¢)

$79.00 available
(1,339 Plan minutes at 5.9¢)

Auto Purchase
Enabled
Kuala Lumpur, Singapore

Senvice Plan:
Included Calling Credits:

Purchased Calling Credits:

Location Type Extension

Main: A888) BRE-1212 Toll-Free Yoice and Fax 0 - System Extension
Fax W15) 408-6726 Movato, CA Fax only 0 - System Extension Delete
00) 381-5815 Toll-Free Eax only Company Greeting Delete

Download FaxOut RingOut

Cill Log Contacts

Regional Settings

_— 3

Company Settings My Settings

ension 0

Time Zone: (GMT+08:00) Kuala Lumpur, Singapore -
Formatting: English (United States) -
Date: 01/04/2010
Time: 12:52 PM [ Use 24-hour format
Mumbers: 1,234.00
Home Country Code: United States (1) -
Web/Email Language: English (United States) -
Greetings Language: English (United States) -

5 lsuamr.|



Account Settings — Updating
Your Name and Personal
Information

Ovenview ‘ Me

ACCOUNT

1. Click My Settingsin the Main
Menu. (Account Summary page
displays)

k Caliing Rates

2. Click Personal Information on
the ACCOUNT Panel. (Personal
Information page displays)

» Tell a Friend

CALL SETTINGS
b Anzwering Rules
¥ Forwarding Numbers
F Greetings

3. Enter the necessary changesin
¥ Music On Hold

Call Log Contacts Company Settings My Settings

Personal Information

Password & Security

Download

[Tz

Current Password: Change

Security Question:  What was your dream job as a child? Change

Contact Information

the different fields, e.g., Name, @
Contact Phone Number, and
Contact Email Address.

} Blocked/Allowed Numbers

¥ RingOut Options

F RingMe Options

} DigitalLines

4. Click Submitto save changes. b Caller D Setup
MESSAGE SETTINGS

Tip: » Notification Settings

*Fax and FaxOut cover sheets will PuEpERLE

automatically use the name and address
entered in the Contact Information
table.

b Woicemail Settings
F Fax Settings

*Fill out the Company Name field.
RingCentral’s text-to-speech technology
will convertyour Company Name to
speech and use it in the pre-recorded
Company Greeting. For example,

“Thank you for calling ABC Company. If
you know your party’s extension...”

eAlthough the billing name and
information of the credit card must
match those filed at your bank, you can
use any name, including your company
name, in an account or extension.

Title: Mr. -

First Name : John 3
Last Name: ) Doe

Voicemail Name: Anito

Contact Phone Number: (650) 471-5200 Edit
Mabile Phone: (510) 555-1212 Edit
Business Fax: Edit

Contact Email Address:

Company Mame:

brian@ringcentral. com
< Anito ’

1450 Fashion Island Blvd.

Address Line 1:

Address Line 2: Suite 680

City: San Mateo

State/Province: California -
Zip/Postal Code: 94404

Country: United States A

Fields in beold are required

Your veicemail greeting will use your first and last name
by defsult or you can change this here.

This is the primary way for us to contact you if your
account requires immediate attention.

This email is used to deliver new passwords, billing
statements and cther account related information.

“ou can cpticnally have your Company Name anncunced
in the default Company Greeting. So to Company
Greetings

4 SUBMIT




Available

Cwverview ‘ Mes

Call Log Contacts ‘ Company Settings
= |

Account Settings — Changing ACCOUNT
Passwords/Security Questions

Personal Information

¥ Account Summary
2 Password & Security

3

P

» Biling Information Current Password:

Change

1. Click My Settingsin the Main
Security Question:  What was ?ur dream job as a child? Change

Menu. (Account Summary page
displays)

b Calling Rates

¥ Tell a Friend

CALL SETTINGS Contact Information

2. Click Personal Informationon
the ACCOUNT panel. (Personal
Information page displays)

Change Password =

Your new password must be numeric and between 5 and 10 digits. It cannot contain repeating or
sequential digits (such as 22222 or 12345) or match any of your personal or account information.

3. Click Change button to modify
your Password and/or Security
Question.

> Current Password:
Forgot password?

Type new password:

Retype Password:

To Change Password: Type in your °
currentpassword. Type in the new
password. Type the new password

again to confirm.

[ SUBMIT l [ LCANCEL ]

To Change Security Question:
Verify your password. Select Security
Question. Type in the answer. Click

Submit. Tip: NOTE:

4. Click Submitto save changes.

You can also change the Password
and/or Security Question in an
extension. To change, log into that
extension and follow the steps for
Changing Passwords/Security
Questions.

*Password must be 5-10 digits.

eUse the same password to access
your RingCentral Voicemail box from
a telephone.



Account Settings — Changing Your
Service Plan, Billing Plan or Credit Card

1.

Click My Settings in the Main
Menu. (Account Summary page
displays)

Click Billing Information. (Billing
Information page displays)

Click Change Service Plan link on
the Billing Information panel.
(Change Service Plan panel
displays)

Choose the Service plan you wish to
switch to, i.e., RingCentral
Professional, RingCentral Power,
and RingCentral Premium.

Click the respective drop-down box
to choose Billing Plan, i.e., Monthly
or Annual.

a. Click the Payment Method
link to update your credit
card information.

. Fillin the required fields.

c. Click Submit.

Click the Continue button. (Order
Confirmation page displays)

Select the checkbox to acknowledge
and accept the charge to your credit
card.

Click the Continue button. (Thank
You page opens)

Click the Continue button.
(Overview page opens)

Overview Company Settings gs

ACCOUNT T .
Billing Information

Service Plan:

3

Change Senvice Plan

» Account Summary
RingCentral Power

» Perzonal Infurmatili

¥ Billing Plan: £49.99 per month Change Billin

} Calling Rates Cancel Account

¥ Tell a Friend

Account Credit: 5946.05

ange Service Plan

Your current serice plan is:
RingCentral Power $49.99 per month
Choose the service plan you wish to switch to and click Continue. RingCentral will charge the credit card we have on file for this account.

For a Limited Time - Save Big on Our 1-Year Subscription!

4 Service

@ RingCentral Professional

5 Billing Plan
Monthly - $14.99 -

RingCentral Plus Monthly - $29.99

RingCentral Premium Monthly - $99.99

Payment Method:  wsa [1111]

b CONTINUE
NOTE:
Tio: *You can upgrade or downgrade to any plan at
P: . . any time.
Get 33% savings on your bill by
cho.osing RingCentral’s  Annual *Your billing cycle changes and starts on the date
Billing plan! a new Service plan is activated.

*/f you downgrade plans, you will receive a credit
forthe unused portion of your old plan.



Account Settings— Configuring
International Call Settings

*Contact RingCentral Support at 888 898
4591 to enable international calling on your
account.

Configure International Call settings

1. Click My Settings in the Main Menu.
(Account Summary page displays)

2. Click Calling Rates. (Calling Rates page
displays)

3. Enable/disable inbound/outbound
calling from Alaska, Hawaii, and Canada
by clicking their respective buttons in
the North America table. The per-
minute extra fee is then shown.

NOTE:

*RingCentral toll-free numbers will only
accept initially inbound calls from within the
48 states, contiguous United States, and
Canada when you sign up.

*Enable/disable dialing to individual
countries by clicking their respective buttons
in the International table. You can only do
this when your account is enabled for
international calling.

*Callers from any country outside of the US
and Canada will not be able to dial your toll-
free number in most cases. Some countries
may allow callers to connect to U.S.-based
toll free numbers for a fee, while others may
not allow callers to connect at all. In
contrast, all RingCentral local numbers can
accept International calls.

Overview

ACCOUNT

¥ Account Summary
¥ Personal Information
¥ Billing Information
¥ Calling Rate 2
F Tella Frien@
CALL SETTINGS

¥ Answering Rules
» Forwarding Numbers
b Greetings
¥ Music On Hold
¥ Blocked/Allowed Numbers
¥ RingOut Options
b RingMe Options
» DigttalLines
¥ Caller ID Setup

MESSAGE SETTINGS
¥ Notification Settings
» Web Seﬂlngs
+ Woicemail Setthgs
b Fax Settings

‘ Call Log | Contacts ‘ Company Settings

r
alling Rates

My Settings

Select the button next to each calling destination to Enable or Disable the inbound/outbound calling for that destination.

North America

Country Destination Country Code Inbound to @ tbound
Toll-Free Number

Continental United States  Regular/Mobile 1
Alaska Regular/Mobile 1 9_99‘,

Hawaii Regular/Mobile 1 9.9¢
Canada Regular/Mobile 1 4.8¢

International

Jump To Letter: Show:
ABCDEEGHIJKLMNOPQRSTUVWYZ All Countries

Country Destination Country Code ‘Outbound
*Rates are subject to change|
whithout notice.

4

Afghamstan Mabile 38¢ E““,
Regular 93 28¢ _—Eﬂ-ﬂﬁﬂ—
Albania Mobile 35538, 35567-35569



Call Settings — Forwarding Numbers

Call Log Contacts Company Settings My Settings Download FaxOut RingQut Available

1. Click My Settings in the main menu. The
Account Summary page displays.

ACCOUNT .?2__&_‘3 @

Forwarding Numbers

» Account Summary

Enter the phone numbers you plan to use in your FindMe call forwarding list or when you use RingQut .
» Personal Information

2. Click Forwarding Numbers in the left menu.

. If you're on a call and want to transfer it to any of these numbers, simply dial star *} plus the Forwarding Number's associated
The Forwarding Numbers page opens.

Quick Dial key.

» Billing Information
» Calling Rates
» Tell a Friend

Quick Dial Location Forwarding Number
3. Add your personal and close contact CALL SETTINGS 1 ) .
ame I
telephone numbers. Y —— 3 Edit
e 2 Wark +1(415) 555-1212 Edit
4. Click Submit. » Greetings % | 3 Mabile +1(510) 555-1212 Edit
) ) » Husic On Hold 4 New York +1(212) 6561212 Edit
5. Toenter a phone number with an extension » Blocked/Allowed Numbers
L - _ : 5 Phane 5 Edit
behind it, click the Edit link and enter the » RingOut Options one =
extension in the table. Your callers will not » Ringliz Optons 6 Phone & Edit
be connected until after the extension is PEEEL=S 7 Phone 7 Edit
. » Caller ID Setup
dialed. 3 Phone 8 Edit
MESSAGE SETTINGS
i 9 Phone 9 Edit
. » Nofification Setti =
TIP: Enter all numbers you plan to use in your ieton senes
» Web Settings 0 Phone 10 Edit

FindMe call forwarding list or when you use
RingOut. Include close contacts to make it easy to
forward calls.

» Voicemail Settings
» Fax Settings

TIP: If you're on a call and want to transfer it to
any of these numbers, simply dial star (*) plus the
Forwarding Number’s associated Quick Dial key. Country/Region:  United States (1) -

City / Area code: 510

Local number: 5551212
Extension:
Location: Mabile




Call Settings — Blocking Calls Based on Their Caller ID

1. Click My Settings in the main menu. The
Account Summary page displays.

2. ClickBlocked/Allowed Numbers in the left
menu. The Blocked/Allowed Numbers page
opens.

3. Enter any 10-digit phone number or 3-digit
area code you want to block into the Blocked
list. Click Add.

4. Ifyou choose to Block All Calls, then enter
any 10-digit phone number or 3-digit area
code you wish to allow into the Allowed list.
Click Add.

-You may optionally Block or Add numbers by
entering a name also

-Allowed phone number entries override Blocked
phone numbers and Blocked area codes

-Allowed area code entries override Blocked area
codes

-Allowed area code entries DO NOT override
Blocked phone numbers.

5. Toblock Call Types from your account, Check
and/or uncheck each type to your
preference. You can block:

All calls

Calls from Pay Phones

Calls without Caller ID

Fax messages without Caller ID

6. Select the message you want blocked callers
to hear from the Callers will hear drop-down

list.

7.  Click Submit to save changes.

Overview

ACCOUNT

» Account Summary
¥+ Personal Information
¥ Biling Information
» Calling Rates
¥ Tella Friend
CALL SETTINGS
» Answering Rules
¥ Forwarding Numbers.
» Greetings
¥ Music On Hold

jowed Numbers 2

» RingOut Options -

¥ Bloc

» RingMe Options

» DigitalLines

» Caller ID Setup
MESSAGE SETTINGS

» Notification Settings

» Web Settings

» Voicemail Settings

» Fax Settings

Call Log Contacts Company Settings

Blocked ! Allowed Phone Numbers

This feature will allow you to block calls from specific phone numbers and/or area codes.
Your account will not be charged for blocked calls.

Blocked Allowed

Fhone Number: 3 Fhone Number

Name (opticnal) Name (optional):

=
=
=

4 2w

(868) 555-1212 - John Doe

Remove Remave

Blocked phone number/area code

Callers will hear:  This number is not available from your calling area - [E]

Block All Calls
{If you black all calls, you need to enter phene numbers or area codes into the Allowed list)

Callers will hear:  This number is not available from your calling area - [E]

[] Block all calls from Pay Phones

(Only spplicable to incoming calls to toll-free numbers)

Callers will hear: | The number cannot accept calls from payphones [E]
7] Block all calls without Caller ID

Callers will hear: | Calls without Caller ID are not accepted (=
[] Block voice messages without Caller 1D

Callers will hear: "The mailbox is full" [*]

] Block fax messages without Caller ID

Block all calls without Caller ID

Callers will hear: | Calls without Caller ID are not accepted - E}

Block voi The mailbox is full
SRR LSS Calls without Caller ID are not accepted
Callers will hear: [BUsY signal

Block fax messages without Caller ID

T

My Settings Download FaxOut RingOut

Available

= @




1. Click My Settings in the main menu. The
Account Summary page opens.

2. From the left menu panel, click RingOut
Options. The RingOut Options window
opens.

OR

3. Clickthe RingOut button in the main menu.
The RingOut popup opens.

4. Click Options from the RingOut window. The
RingOut Options window opens.

Select your preference for RingOut behavior:

-Check “Prompt me for location before dialing”
and a popup window will prompt you to confirm
your call.

- Check “Prompt me to dial 1 before connecting”
and you will need to press 1 on your phone
before connecting to destination number.

Call Settings — RingOut Options

Available

Contacts FaxOut

Call Log Company Settings My Settings Download RingOut

ACCOUNT RingOut Options

» Account Summary i . . .
: These options control the RingOut functionality.
¥ Personal Information

» Biling Information

Prompt me for location before dialing When checked, 2 popup window will promet you to cenfirm your call
¥ Caling Rates . : . -
Pmmpt me to dial 1 before connecting ‘When checked, you will need to press 1 on your phone before connecting to destination number,
¥ Tell a Friend
CALL SETTINGS Note: Looking for the RingOut Caller ID setting? It's been moved to the Caller ID page. Simply click Caller ID Setup in the left

» Answering Rules menu to find it

» Forwarding Numbers.

» Greetings
» Music On Hold

» Blocked/Allowed Numbers

» RingQOut Options

Please enter a number and press Call.

MNumber to call:

el [ e
B pRECENT CALLS. .| |CONTACTS |
Current location:
Work: +1 (415) 555-1212 -

4 lommons... oA || nmwour | ciose




Call Settings — Adding RingMe to Your Website

Click My Settings in the main menu. The
Account Summary page options.

Click RingMe Options in the left menu.
The RingMe Options page options.

Select the extension to which you would like
send callers when they use your RingMe
from the Caller will be routed to: drop down
box. If you do not see this option.

Select the style of button you would like to
use. Select a button style from the drop
down list. Use See all Buttons to see the
images. The choice you’ve made opens next
to Preview and test. The html code for your
selection opens in the HTML Code for Web
Pages box.

Click the icon or text link to test your RingMe
selection.

Select how to generate your code. You can
choose html only, or With without
JavaScript.

Copy the entire code. (Place your cursorin
the box, hit control A then control C).

If you are your own Web master, use this
entire string of code to add the RingMe
button on your site. If you have someone
else managing your Web page, send this
code to them and simply let them know
where on your site you would like to see the
button.

Overview

ACCOUNT

» Account Summary
» Personal Information
» Biling Information
» Calling Rates
b Tell a Friend
CALL SETTINGS
» Answering Rules
» Forwarding Numbers.
» Greetings
} Music On Hold
» BlockediAllowed Numbers

» RingOut Options

» DigitalLines 2

» Caller ID Setup
MESSAGE SETTINGS

» Notification Settings

» Web Settings

» Voicemail Settings

» Fax Settings

Call Log Contacts Company Settings My Settings Download FaxOut RingOut Available

RingMe Options ——
1-Sales

The Ringhe button gives you the ability to be contacted from your website or email signature with a CCITTIDE.I"I}I' Greeting
0 - System Extension

First, set up the functionality of your RingMe button and click the preview and test button below.
Caller will be routed to: 1-Sales - 3 100 - Extension 1
Select a button style: 4 Ringhe (large button) v  See All Buttons 2- Customer 3envice
222 -fax on demand
702 -Jane Doe
) 703 -Johnny Appleseed
/ RinglVie \ 705 - Extension 1
5 Uy 706 - Extension 1
TO7 -test
803 - Jane Watson

Use SSL mode See Special Seasonal Buttol
[[] Require caller to enter security image confirmation code

Preview and test:

Next, select one of the following options to add the button to your web site or Office Qutlook email s

HTML Code for Web Pages ‘ Qutlook Email Signature Template

The following code has been generated based on your above configuration and should be used for adding RingMe to your web
site.

6 Generate: With JavaScript * What's this?

<a href="http://www.ringcentral.com" target="Callback RingMe" onc]= + +

war winop = wind.open; winop ("http://www.ringcentral.com/ringme/f32 i i -
uc=79D85595E0487C00A23A0D317E951D50770257715606, 0, Las=no&v=2", WIth Jalulascrlpt
le=no,width=380,height=360"); return false;'><img border="0" H -
src="https://service.ringcentral.com/picture/ringme/ringme large WIth "I El'u'ElSCFI pt

number></a> Without JavaScript

URL (Hyperlink) Only__

Click here to copy the code to vour clipboard




Call Settings — Adding RingMe to Your Outlook Signature

1. Click My Settings in the main menu. The
Account Summary page displays.

2. Click RingMe Options page displays.
First, select which extension will be rung and
how RingMe calls will be routed (step 3 and
4 from prior page).

3. Click Outlook Email Signature Template. The
File Download Security Warning window

opens.

4. Clickthe RingMel Email Signature Template
link.

5. ClickSave.

6. Browseto alocation on your computer to
save the file. The Desktop is recommended.
(you can delete this file latery).

Now you will install the code in Outlook:

7. Open Office Outlook:

8. Select Tools Options Mail Format signatures.

9. ClickNew in In the Create Signature window.

10. Enter a name for this signature, e.g.,RingMe,

11. Select Use this file as a template.

12. Click Browse:and browse to the location of
the file.

...continued on next page...

Ovenview

ACCOUNT

¥ Account Summary
» Personal Information
* Billing Information
» Calling Rates
¥ Tella Friend
CALL SETTINGS

» Answering Rules
» Forwarding Numbers
» Greetings
¥ Music On Hold
¥ Blocked/Allowed Numbers.
» RingQut Options
» Ringhle Options 2
» DigitalLines .
» Caller ID Setup

MESSAGE SETTINGS
» Motification Settings
» Web Settings
» Voicemail Settings
» Fax Settings

Call Log

Contacts Company Settings My Settings Download FaxOut RingOut Available

RingMe Options 2 @
The RingMe button gives you the ability to be contacted from your website or email signature with a simple click.

First, set up the functionality of your RingMe button and click the preview and test button below.

Caller will be routed to: 1-Sales -

RingMe (large buttan) ¥ See All Buttons
See Special Seasonal Buttons

Select a button style:
Use SSL mode
[T] Require caller to enter security image confirmation code

' RingVe |

Preview and test:

Next, select one of the following options to add the button to your web site or Office Outlook email signature:

HTML Code for Web Pages Outlook Email Signature Template 3

The following template has been generated based on your above configuration and can be downloaded to use Ringhe in an
Outlook Email Signature.

Before downloading. please click here for detailed instructions on how to use this template.

4 é Ringhe Email Signature Template

File Download - Security Warning M

Do you want to open or save this file?

(;‘»\ Name: RingMe_Signature_Template.htm

Type: HTML Document, 445 bytes

From: service.ringcentral.com

5 [ Open ]h Save i[ Cancel

‘« While files from the Intemiet can be useful, this file type can
potentially ham your computer. F you do not trust the source, do not
= open or save this software. What's the risk?




Call Settings — Adding RingMe to Your Outlook Signature (cont.)

13. Click Next in the Create New Signature
window.

14. Enter your custom signature information
before or after the RingMe button.

15. Click Finish to save your new signature.
16. Click OKin the Create Signature window.

17. Select when Outlook should automatically
use the signature in the Options window.

18. Click OK in the Options window.

19. Delete the RingMe Signature Template.htm
file located on your Desktop, or keep it for
future use.

NOTE: If you use Outlook Express, you cannot add
a RingMe button to your email signature because
RingMe requires true HTML support Outlook
Express only supports Rich Text format and not
true HTML.

From: Romas Marrvice [mailto: romasm@central.com]

Sent: Friday, Auqust 31, 2007 2:26 PM

To:

o

Subject: 800Cantrnica has & question about how ta change the tme on his VOFF Phone.

Jake has purchased a Lisys PA 129 from us and doesn’t know how 1o set the time on it

Sincerely

¢ Ringle

abave link 1o comtact me if you have amy qu

pma rmice
Cantral Customer Serace
or {386) 388:4591 for 247 toll free technical suppart




Call Settings — Using Your Own Graphics for RingMe

Overview Call Log Contacts Company Settings My Settings Download FaxOut RingQOut Available

To use your own graphic, the file must be located
somewhere on the internet. You will need to use the
image’s source URL to add your graphic to your site.

Account RingMe Options

» Account Summary . ) - o ) .
The RingMe button gives you the ability to be contacted from your website or email signature with a simple click.
» Personal Information

+ Biling Information First, set up the functionality of your RingMe button and click the preview and test button below.

1. Click My Settings in the main menu. The

» Calling Rates

Account Summary page displays. » Tella Friend Caller will be routed to: 1-Sales -
CALL SETTINGS Select a button style: RingMe (large button) *  See All Buttons
. . . . A Rules
2. Click RingMe Options in the left menu. The * frswerna B Use SSL mode See Special Seasonal Buttons

» Forwarding Numbers.
[C] Require caller to enter security image confirmation code

' Ringlie |

RingMe Options page displays.

» Greetings
+ Music On Hoid Preview and test:
First, select which extension will be rung and
how RingMe calls will be routed (step 3 and

4 from prior page.)

} Blocked/Allowed Numbers
» RingOut Options

» RingMe Options
} DigitalLines ‘2 MNext, select one of the following options to add the button to your web site or Office Outlook email signature:

» Caller ID Setup

3. ClickHTML Code for Web Pages.

MESSAGE SETTINGS HTML Code for Web Pages ~ Outlook Email Signature Template
» Notification Settings o]
4. Replacethe default source URL (highlighted » Web Settings

— The following template has been generated based on your above configuration and can be downloaded to use RingMe in an
+ Voicemail Settings Outlook Email Signature.

» Fax Settings

in sample to the right) with your own
graphic’s URL.

Before downloading, please click here for detailed instructions on how to use this template.

5. Add the HTML code to your Web site.

@ RingMe Email Signature Template

NOTE: Take special care not to change any other
part of the code or your RingMe button will not
function correctly.

<a href="http://www.ringcentral.com"™ target="Callback RingMe" onclick='war wind = window;
var winop = wind.open; winop ("http://www.ringcentral.com/ringme/?
uc=T79DE5595E0487CO0A23A0D31TES51D50261657715606,0, 16s=no&v=2", "Callback RingMe"™, "resizab
le=no,widcth=380,height=360"); return false;'><img border="0Q"
src="https://service.ringcentral.comn/picture/ringme/ringme large.gif"™ alt="toll free 4
number”></a>

Click here to copy the code to your clipboard




Call Settings — Configuring Your Outbound Caller ID

Click My Settings in the main menu. The
Account Summary page displays.

Click Caller ID Setup in the left menu panel.
The Caller ID Setup page opens.

Choose which RingCentral number you wish
to appear as your outbound caller ID, by
feature type.

For example, Jim currently uses his main
number (866-224-1176) as the outbound ID.
If he wanted to display his Fax number (650-
472-3766) when using FaxOut or Email to
Fax, he can select this fax number from the
drop-down list.

Click Submit to save changes.

Call Log Contacts Company Settings My Settings Download RingOut Available

ACCOUNT Caller ID Setup = e

b A t S ) )
e — Please select the Caller ID that should be used when calls are made from the following devices or features.

» Personal Information
If you select a Toll-Free Number or Blocked as your Default Caller ID, you can also select an alternate local number to use in

» Biling Information
case we detect that your call will not go through. Why?

» Calling Rates

» Tella Friend Web, Fax and Live Call Features Caller ID

CALL SETTINGS Feature Name Default Alternate
» Answering Rules RingQut from Web Current Location ~  Additional: (415) 408-5726 -
» Forwarding Numbers RingMe (Outgoing to Caller) Main: (888) 555-1212 ~  Addtional: (415) 408-5728 -
» Greetings | Calling Card/ Call Back Main: (888) 555-1212 ~  Addtional: (415) 408-5726 -
» Music On Hold Live Transfer
» Blocked/Allowed Numbers Send Fax / FaxOut/ Email to Fax WMain: (888) 555-1212 - Addtional: (415) 408-5726 -
» RingQut Options

SoftPhone Devices Caller ID

PLiiEOims Device Name Default Alternate

» DigitalLines.
Note: [fusing RingQut from your SoftPhone, the caller 1D of those calls will not use these settings. RingQut caller ID is configured in
your SoftPhone’s Menu = Options = RingOut tab.

I

¥ Caller D

MESSAGE SETTI

SoftPhane Wain: (888) 555-1212 - Additional: (415) 408-5726 -
» Notification Sattings. DigitalLine: (866) 610-9440
PC: CURTL-NB
» Web Settings
» Voicemai Settings SoftPnone Add a Digitalline to this device
PC: MNLRCM10

» Fax Settings




Call Setting — Adding Contacts Manually

Click Contacts in the main menu. The
Contacts page opens.

Click New Contact.
Enter contact information.
Click Save.

The contact information is now found in the
Contacts tab. You can:

Click on the name for a pop-up information
panel.

Click a telephone # for click to call.
Click on the fax number to activate the

RingCentral Internet Fax panel (if you call
controller software is installed on the PC)

Available

Download FaxOut

Call Log Contacts Company Settings My Settings RingOut

Overview

Contacts

Company Contacts Personal Contacts

wew conmact || new croue | DELETE |

Click Search All to find all matching results.

134 contacts

Al ABCDEEGHIJKLMNOQPQRSTUVWIY?Z

Name ( First . | Last ) Company Business Phone Mobile phone Business Fax
a & tonyl@ringcent. ..
' a @ Ashok bhai +1(942) 778-6816
251 @ Keyun Shah 09825027220
a # Mehul 09429080950
a # Mickey +501 180016505893553
a & Mom +91 9426012175
a @ Ninu ben +1 (987) 955-5550
a @ Nisha Vyas +501 180014082030763
a @ Paresh bhai 09898146991
Contacts: New 3
[oswe ]| cancer |
First name: Eduardo
Middle name: s
Last name: Sorosoro
Company: RingCentral
Job title: Senior Technical Writer
E-mail: |
E-mail 2:
E-mail 3:
Business Phone Edit
Home Phone: Edit
Mobile phone: Edit




Call Settings — Automatically Sync Your Outlook and RingCentral Contacts

Microsoft Outlook synchronization allows you to match Contacts in
Microsoft Office Outlook (version 2003 and higher) with those
stored in your RingCentral account Contacts directory.

RingCentral account contacts can be synchronized with multiple
instances of MS Outlook (i.e., from MS Outlook contacts installed
on home and office computers).

Installation:
1. When you download the Call Controller to your PC, a Contacts
Synchronization window pops up.

2. Confirm your sync preferences:
- Check box to automatically synchronize your contacts
- Choose which folder to synchronize
- Choose a eonfliet resolution rule from the drop-down list.

3. Click Next to complete the installation wizard. Your Call
Controller will then begin synchronizing the two contact directories.

& SendFan i sy

RingCentral Call Contraller - Synchronization .El

Contacts Synchronization 1
The RingCentral Call Conbroller can synchronize Contacts
betweeen Microsoft® Office Outlook®

Contacts and your
RingCentral online account.

IF you select “Automatically synchronize my Conbacts”,
wmmmu will automatically be updated in

 Automatically syncheorize my Cortacts

Folder to synchronize: | Contacts =
Confict Resohtion:  [Lise my Outlook Contact =
Prompt me

Lise my R al Contact

4. To activate synchronization at a

£f| Tnborm My Contacks
Tock H B siies

s
L3 Mcrozodt Ptagration Emm-ﬁm

. #5 Calis i =] ﬂﬂmw later time, click the Menu button in the
i Seccrom<-- 3 Mossages T ot Mt Pl Faoms: Mg eetowerlanat Call Controller,
#=  Fecent Cals... MFM
= . Callog.. ir Pa— I m‘iﬁ* MrEssages from the server onoe 5 Click ﬂpﬂﬂl‘lﬁ,
B acorced Call... g Hattoys FF Lse S Mosoge Trarsfor
& contecta.. “ Syrchronize 6. Check the "Automatically
Dychroniga My Corsems  + | ) Ao - Conkarks Syshennzation synchronize my Contacts” box and

click OK to save this setting.

tosyrehionizs; |Cunioits =
Conifick Resolution:

[Lbses reve Outlecd Combact =l

= ETIE) , .“:‘,Gmui

- o |



Call Settings — Importing Microsoft Contacts

To import your existing Microsoft Office Contacts,
you must first export your Office Outlook
Contacts or Outlook Express Address Book into a
“Comma Separated Values” (.CSV) file.

1. Click Contacts in the main menu. The
Contacts page opens.

2. ClickImport. The Import Contacts page
options.

3. Browseto select the .CSV file from the
location on your computer where you placed
the exported .CSV file. Click Open on the
selected >CSV file to load it in the Import
Contacts field.

4. ClickStart Import and complete the import.

Company Settings My Settings Download FaxOut RingQOut Available

Call Log

Contacts

Company Contacts Personal Contacts
(mew conmacr, [_nzw croue | (oeere) 2 —
Click Search All to find all matching results.
Al ABCDEEGHIJKLMNOPOQRSTUVY WXY Z 134 contacts

]

Name ( First .~ | Last )} Company Business Phone Mobile phone Business Fax

a g tonyl@ringcent...
a @ Ashok bhai +1(942) 778-6816

a @& Keyun Shah 09825022220

2 # Mehul 09429080950

2 # Mickey +501 180016605893553

a # Mom +91 9428012175

a # Ninu ben +1 (987) 955-5550

2 # MNisha Vyas +501 180014082030763

O

@ Paresh bhai 09898146991

Import Contacts
You can import contacts from CSV (Comma Separated Values) file.

What would you like to do with the duplicate records?

@ COwverwrite existing record with the new record.
(0 Keep the current existing record and add new record imported from import file.
(0 Keep the current existing record and ignore record in import file.

Please select your import file:
Browse...

4 (amsrmens]




Call Settings — Exporting Microsoft Outlook Contacts

Impeortant Motes for Office Outlook: These instructions
have been validated for Microsoft & Office Qutlook & 2000
& 2003, but should be similar for other versions of
Outlook.

Although the Qutlook Contacts folder can contain sub folders,
Outlook can only expaort one folder at a time. You may need to
create additional .CSV files for each folder you wish to
exportimport.

To export Microsoft Office Outlook Contacts to
a .CsV file

1. Open the Contacts folder in Qutlook.

2. From Qutlook, click on File and then scroll to and select
the Import and Export... menu item; the Import and Export
Wizard dialog window will appear.

3. Select (highlight) Export to a file... and ¢lick Next; the
Export to a File dialog window will appear.

4, Select (highlight) Comma Separated Values (DOS) and
click Next.

5. Select the Contacts folder and click Next.

6. Choose the destination folder and create a file name to save
the resulting .CSV file (e.g., C:\My Documents\MyContacts_ csv
) and click Next.

7. When the dialog opens with the buttons Finish and Map
Custom Fields..., click Finish (usually no custom mapping
is required).

8. Now, you have a file located in C:AMy
Documents\MyContacts.csv, which contains your
Contacts list.

To export Microsoft Office Outlook Express Contacts to a
.C8V file

1. Select Regional Settings (or Regional Options) from the Control
Panel window.

2. In the new window, select the tab entitled Numbers.
3. Make sure %" {comma) is checked in the List Separator field.

4, 1f " is not selected, choose or type “,” in the field provided, then
click Apply.

5. Click OK.

fi. From Qutlook Express, click Tools, scroll to and select Address
EBook.... Your Address Book window will appear.

7. Click File, seroll to Export and select Other Address Book....
8. Select (highlight) Text File (Comma Separated Values)
9. Click Export.

10. Choose the destination folder and file name to save the resulting .C5V
file {i.e. C:\My Documents\MyContacts.csv ).

11. Click Next. The CSV Export dialeg window should now appear.
12. ¥ou may check (on) or uncheck (off) any of the listed contact fields to
export, but the Name field is absolutely required (or First Name and
Last Name both instead Name) to import the files.

13. Click Finish to continue.

14. Click Close once the export completes.

15. Your .CSV file is located in C:\My Documents\MyContacts.csy, which
contains your Contacts list.




Call Settings — Exporting RingCentral Contacts

Click Contacts in the main menu. The
Contacts page opens.

Click Export. The Export Contacts page
opens.

Click Start Export. A dialog box opens asking
if you want to save the file.

Click Save. A Save As dialog box opens.
Choose where you want to save the file.

Ovenview

Call Log

Contacts

Company Contacts Personal Contacts

Contacts

Company Settings

My Settings Download FaxOut RingOut

Available

|mew conTact || new crour || oeLere

]

Name ( First .

| Last ) Company

a &

2 & Ashok bhai
2 # Keyun Shah
a & Mehul

a # Mickey

a # Mom

2 B MNinu ben

2 # Nisha Vyas

@

& Paresh bhai

Ml ABCDEEGHIJKLMNOPOQRSTUVWXY?Z

Business Phone

2 pSEABCHLALLY

Click Search All to find all matching results

134 contacts

Business Fax

Mobile phone

tonyl@ringcent

+1 (942) 778-6816

09825072220

09423080350

4501 180016505893453

91 9428012175

+1 (987) 956-5550

+501 180014082030763

09898146991

r

Export Contacts

Your contacts will be exported in to "Comma Separated Values” file type.

You can save the generated file on your hard drive to import it into your e-mail client later.

3

File Download - Security Warning

Do you want to open or save this file?

@

Mame: exported_address_book.csw

Type: Microsoft Office Excel Comma Separated Values ...

From: service.ringcentral.com

Save ][ Cancel

4

Open | |

While files from the Intemet can be useful, this file type can
potentialty ham your computer. F you do not trust the source, do not
open or save this software. What s the risk?

@




Call Logs — Reading and Using the Call Logs (Simple View)

Click Call Log in the main
menu. The Call Log page
displays.

All calls are logged for your
retrieval. This Simple View
shows the information
associated with each call.

If you wish not to be reached
again by any number, check
the box associated with the log
then click the k=222 button.

Toremove any call entry,

check the box associated with

the log before clicking the |- Bi&IE
button.

Returnyour call by using
RingOut.

To create a new contact, click
Add Contact. The Add Contact
tab opens.

Click Create New or Update
Existing as needed.

Download the logs to Excel.

Overview

Downioad

Call Log e
— - Please enter 3 number af press Call.

Show Call Lag records for: P e &=

@ Last3D P o2 i i
g days - [RECENT CALLS | (CONTACTS.c|

— — — £ Cunent losation:

" From: |I3~a:>arrbar v”':v v”z_':*:':' v| Ta: |Jarl.ar5.r v||4 v”z_':' 0 "’l Work: +1 [415) 5551212

Phone Mumber: Contacts | _opTions... | |_eaL || wawoue | ceose |
Extension: All -

D Detailed View 811 CALLING NOT AVAILABLE. You cannot resch 311 emargency

services using RingDut. In an emergency, use your traditions] wirsiing ar
wirsless phone to call 311
|__SMOW || ADVANCED SEARCH | |_Reser |
- -
— é - 1712 - L] e
2| 3 g John Doe - (888) 555-1212 - Add Cont...
Type = Fhone Number  Mame 1 |g, http:_.-'_.-'ser'.fice.ringcentral.com;’ab)’s&lcuntactkind.as
*¥ voice [0 To (BE) 5551212 &l Jomn Dos o} - | 0:00
*§ Voice [0 Too (B8E) 252-9515 WH asd Contact Add Contact scted 0:10
¥ voice [0 Tx (877) 2833371 < é'wnuld wou like wgreme a mew or update an existing contact? ected 0:4
& Fax [0 7o (8835551212 & d 203
P R — %%1 |_cancer | - s 1:27
1

% F=x [ To (388)5551212 4 jowmDos Int Protected u: c%\ 3 v ®TS% v |8 1:42
& Fax [0 7o (415738602 0 Tumsyz  Shl N — s
& Fax [ To (415 738-8002 & oJ TumStz n Francisco, CA Thu 12/17/2005 407 PP}\:'mgning Fax  Sent 1:11
|_Biock || oeere | / |oomnsono o0, /

-
€ John Doe - (839) 555-1212 - Add New ESREERC

& John Doc - (888) 55%12]2 - Update Existing Contact - Windows In... (o= eS|

[@ http://service.ringcentral.com/abyselect_exist_contact_shell.asp

| & | http://service.ringcentral.com/ab/selphonetype.asp |

Update Existing Contact

Flzase ssiect the contact you would liks to updats:

Add New Contact
Plzasze s=lect the phone numbser type for (£88) 252-8535:

Fie ==: [T )
FEPREWIGUS | | MEXT mr

Home Phone &

Mame { First | ]

0 Internet | Protected Mode: On ¥ -

& 75%

4 (T}

M &P Internet | Protected Mode: On




Call Logs — Reading and Using the Call Logs (Detailed View)

Click Call Log in the main
menu. The Call Log page
displays.

Click the Detailed_\ﬁg\_/_v._ View
checkbox, then |. suew

Additional information found
in Detailed View includes:

Exactly how the call was
routed, and which extensions
and forwarding numbers were
used.

The length of each call
segment and the cost of the
call.

NOTE: To see how cost is calculated for
Inbound and Outbound calls, click here.

Doenload FaooOurt

RlinggOurt

Owerview Meccanpes G ¥ Contacts

Call Log = 6

Show Call Log records for: Deliveny Settings
i LastT days - Purge Call Log
# From: [December L |[22 o|[2008 4| 7q [December L |[28 . |[2008 |
Phone Numbser: Contacts
Extension: All -
[ Detsiled Wiew
| meser |

| | Result
¥ Voice O To 00539214308154 <E Jorn Do Dir Asst, CA Today 10:39 PM RingOut Web Mo Answer 00
*# Voice O 7o (888) 555-1212 <8 john Dos Dir Asst, CA Today 8:59 PM RingOut Web Mo Anzwer 0:00
¥ Voice O To 00539214208154 8 Jjorn Do2 Dir Asst, CA Today E:59 PM RingOut Wb Mo Answer 0:00

John Dos

0 - System Extension 006352140

B154 Too John Doe 1

P v John Dos 3 To €8 JomnDoe |

0 - System Extension To  John Dos 1

To & JomDos |

- 0 - System Extension 0635214308154 To  John Dos 1

L ocation

San Francisco, CA  Today 12:30 PM  Outgoing Fax  Wrong

Date f Time Length [ncluded

25 pJ TurnStylz
#5 pJ Tumnstylz  San Francisco. CA Today 12:26 PM
%5 pJ TurnStylz  San Francisco. CA  Today 12:22 PM
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Call Logs — Examples of Detailed View Call Logs

Example # 1: Full VolP Call control to a soft phone which was connected

Extension Forwarded To Hame Location Date / Time Acticn Result Length Included Purchased
T Voice + (BB8) 555-1212 John Doe To & JemDoe  DirAsst CA ‘festerday 858 PM  RingOut Web Mo Answer 00 $0.000
* {1 - System Extension (BB8) 555-1212 T John Dos Dir Asst, CA ‘Yesterday 858 FM  RingOut Web Mo Answer 0 -
¥ Voice * SoftPhone (BBR) 262-8535 John Doe To & Asd Corteet Mon 122172008 11:35AM VolPCal  Callconnected 0:0  $0.000
*¥ Voice # SoftPhone (877) 2532371 John Doe To & pd Contant Mon 1221/2009 1134 AM Vol Call  Call connected 0:04  $0.000

1. John Doe places a VOIP call on number 888-252-9535 at 11:35am, and was connected
2. Total duration of the call was 10 seconds

Example # 2: Full FAX transmission

a Fax * (415) T28-8002 John Dos To @ CuTumshlz San Francisco, CA Thu 12472008 5:1PM Outgoing Fax Sent 045 0088 -
3 Fax * {415) T36-8002 John Dos To @ DuTumShlz San Francisco, CA Thu 1272008 407TPM  Qutgoing Fax Sent 11 09 -

1. John Doe sends a Fax to DJ TurnStylz on number 415-738-8002 at 4:07pm, and was connected.
2. John Doe sends again another Fax to DJ TurnStylz on same number at 5:21pm, and also succeeded.

3. Both transmissions were respectively billed.

NOTE: For more examples of Detailed Call Logs, CLICK HERE.


http://help.ringcentral.com/app/ask�
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NOTE:

Click Call Log in the main
menu. The Call Log page
displays.

Click Delivery Settings. The E-
mail delivery schedule pop up
window displays.

Select the e-mail delivery
frequency.

Choose send log type.

Enter the e-mail address to
which the Call Logs are to be
delivered.

Click to save changes.

If you have extensions and want
records for just one extension,
firstlog in to that extension. Then
go to Step 1 above.

Logs will be delivered in Excel
format.

Call Logs — Emailing Call Logs On a Set Schedule

Contacts Company Settings Wy Settings Download

RingOut

Call Log

Show Call Log records: for:
g Last T days -

¥ From: |December |(23 (2008 |7, |December (28 |[2005 |

Phone Numbsr: Contacts
Extension; All - | — =] xn

Call C I I
[ Detailed View @ Log -
|$| M EI http://service.ringcentral.com//setup/calllog_setting E
[*j t&j Email defivery schedule: ] Daily

Weekhy on  Monday -
T -] Phone Humber \ame Length
— 3 [ Monthtyon[1 |
9 Voice [ To (EBE) 5551212 ol o Dos 0:00
Send log typs: Detail View o /)

|- BeocK || BELETE | i the g

jdoei@ningcentral com 5
ﬁ 6

€D Internet | Protected Mode: Or 43 ~

5% -



On Call Actions — Putting Call on Hold and Transferring a Call

1. To Put acall on Hold:

1.

2.

During any call, press pound, pound (##) to

place your caller on hold. You will hear a
voice prompt saying , “You have a call on
hold.”

To resume the call, press pound (#).

2. To Transfer a Call:

To another extension:

1.

2.

From your phone, press pound, pound
(##).

Enter the extension number of the place
where your calleris to be transferred. (For
example, 101).

Your caller will be immediately transferred
and you can hang up.

To another phone number:

1.

ogar®D

From your phone, press pound, pound
(##).

Press star (*) for more options.

Press 1 to transfer to another number.
Enter the number.

Press pound (#).

Hang up to complete the transfer.

Transfer to a quick dial number:

1.
2.
3.

From your phone, press star (*).
Dial the quick dial number. (For example, 1)
Hang up to complete the transfer.

Hold / Transfer Incoming Calls

l} # | Puts Caller an Hold

TOP LEVEL

Transfer this call to an extension (Dial the extension number)

| .
# | Return o the Call

| .
* | | More Options

4 | Transfer this call to another phone
—d

Enter the Phone Mumber or
Quick Dial Mumber and Press #JI

i,l ij Cancel and return to TOP LEVEL

MNote: Can only be done with caller on hoid

ﬂ ___ Quick Dial

| | . ,
Example * iJ transfer to quick dial 4

Note: Cannol be done with calor on hold

NOTE: With IP Phones, please utilize either ## or soft keys
associated with the devices (i.e. Hold and Transfer buttons)

for these features.




5.

6.

On Call Actions — Using the Virtual Calling Card

Dial your main or local RongCentral number.
Press the star (*) key.

Enter your password.

Press the pound (#) key. If you are using an
extension, dial your extension number during the
Company greeting.

Press 3 to make a call.

Dial the number, then press the pound (#) key.

The RingCentral server will then connect you to your
party.

Use RingCentral By Phone

To reach the Main ME““, Dial vour Main or Local Number then
With extensions, Dial the exiension. Press * [than Enter your password and Press i ar

f you don't have exiensions, simply Press % | Enter your password and Fress #_

:i] Place a Call

Enter the phone number of
the person you'd like to
reach and press | 4 |

—

Press lJ _*J at any time to

cancel the current call and retum
1o the call card menu



Faxing - Sending a Fax Online Using
FaxOut

1. Click FaxOut tab in the Main Menu.
(FaxOut— Fax from Web window
displays)

2. Enterthe 10-digit Fax Machine
Telephone Number in the Fax
Number field.

3. Click Add to post the fax numberin
the list box. (Repeat Steps 2 and 3
to add more fax numbers)

4. Click the Add Attachment link. (A
status bar displays)

5. Browseto the file you wish to fax.
Highlight and click Open.

6. Click Add. (Repeat Steps 4 to 6 to
attach more documents)

7. Click the Use Cover Page checkbox
to include a Cover Page. Choose
from several Cover Page styles
(Contempois the default Cover
Page style)

8. Click the Send now radio button (to
immediately send the fax) or
Schedule radio button (to send the
fax at a later time/date).

9. Click SEND FAX. Your document
will:

¢ besentto RingCentralvia the

Internet

e be processed in RingCentral’s
servers

¢ RingCentral will fax the document
to your party

¢ Image of fax record will be stored in
your Message tab for 30 days.

Overview Contacts Download

FaxQOut RingQut

Messages Call Log Company Settings My Settings

FaxOut - Fax from Web

Did you know? You can also send faxes from your Call Controller or directly from any email account!

Click here to learn more about sending faxes from your Call Controller
Click here to learn more about sending faxes from your email

Recipients list: Attachments:

Fax Mumber: 2 Edit Add Attachme Eemove Supported Formats
Mame (optional): 3 -
Contacts Add Remave

Use Cover Page: Contempo Resalution: High ~

Cover Page Mote:

8 @ Sendnow O Schedule

SEND FAX 9
Tip:

«Click the Contacts link to add a fax
machine number listed in your RingCentral
contacts book.

*FaxOut or Email to Fax supports more
than 50 file types, e.g., JPEG, pdf, psd, ppt,
wpg, and rtf. Click here for the entire list.
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Faxing — Sending a Fax by Email

1. Create an e-mail message
using your e-mail application.

2. Type your recipient’s fax
machine number in the To:
field, followed by
@rcfax.com, e.g.,
4045557655 @rcfax.com).

3. Type your Cover Page note
into the Subject field.

4. Attach the fax document(s) to
your e-mail.

5. Click Send.

NOTE:

* Text entered into the body will
not show up on the fax.

e For more details on sending
faxes via e-mail, click here.

Send

To...

Subject:

Attached:

4045557555 @rcfax. com 2

Bob, here is the agreement far your perusal...3

W pcPROJECT-1.doc (114 KB)
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Faxing — Adding a Document to a
Fax From Microsoft Applications

1. Open the document you want
to add to a fax.

2. Click the Send to Fax button
under the RingCentral toolbar
in your Microsoft application.
The document will be
automatically printed to your
Open Fax as an attachment.

3. Enter the recipient’s name
(optional) and the 10-digit Fax
Machine Number(s).

4. Click Add button to add the
number to the Send list.

5. Click Attach if you want to
load a second document to
fax.

6. Place mouse cursor over the
document icon to preview the
document.

7. Type your Cover Page
message. Or uncheck the Use
Cover Page checkbox if you
do not want to send a cover
page.

8. Click Send (to immediately
send the fax) or Schedule (to
send the fax at a later
time/date).

NOTE:

e D~

&/ | iy

Send &hedule Edit Attgw Scan | Options

l g Add from Contacts... ‘

Fax Mumber: | 3 | +63 9298717474

To: Leslie Mapugay

Company: Anitokid Inc.|

MName Fax Mumber:

Company

Use Cover Page. Your Mote: 7

Documents

Call Controller
with Softph...

*The RingCentral Internet Fax program must be
open for your document to be added as a fax
attachment from a Microsoft application.

*The Call Controller with SoftPhone must be
installed on your computer for the Fax icon to be
imbedded in Microsoft Applications.

Tip:

*Forinstructions on how to send faxes using the

Call Controller, click here.
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Faxing — Cancelling a Fax
Scheduled to be Sent

1. Click Messages tab in the Main
Menu. (Messages window
displays)

2. Click Outboxin the FOLDERS
panel. (Outbox window displays)

3. Clickthe checkbox(es) of the

pending fax(es) you want to
cancel.

4. Click DELETE.

NOTE:

*You cannot reschedule faxes that
have already been queued to your
Outbox.

Available

Overview \ ‘ Call Log | Contacts Company Settings

My Settings

FOLDERS

b Inbox

¥ Outbox
TV p-

¥ Deleted tems

Save Forward File Name

Recipient Scheduled
O +234 53635443 AnitoKid Sun 01/10/2010 11:00 PM RC-PROJ...
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