Three Powerful Tools
for RingCentral Office® Users

1. RingCentral app

Collaborate with your colleagues and teams through audio and video calling, SMS, team messaging, file sharing, calendar, tasks,
integrations, and more.

Company, Inc.

2. RingCentral Meetings™ 3. RingCentral desk phones

Connect, meet, and share with anyone, anywhere, with any device. High-quality business phones featuring HD voice and powerful
features that optimize productivity.

Download apps at ringcentral.com/downloads
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How to use your RingCentral app for desktop

Collaborate with your colleagues and teams through all-in-one messaging, calling, SMS, video meetings and screen
sharing, file sharing, tasks, integrations, and more.

Company, Inc.
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Left pane:

. Phone

Make and receive calls.

Favorites

Star your favorites so they are easy to find.

8 People

Hold conversations with individuals.

8 Teams

Hold conversations with teams.

Q search

Product Team

Steve Port
% Ithink it's at 3 pm tomorrow. We will send the invite out later today. Would you be interested in working on

the new feature list with Sam?

uld love to help out. | have the chart done you requested earlier.

Steve Port
§# Can you share a photo of it?

sara Bennett shared a file

Left pane (bottom):

@ Dashboard

See what’s happening. View events, tasks,

and more.

Tasks

Create and assign tasks across teams.

@ Calendar

Manage team projects, timelines,
and events.

(E) Files

Share all your documents across projects.

8 More actions

Access links, notes, and integrations.

Log in to the RingCentral app at ringcentral.com
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Conversation pane:

Start new tasks, schedule an event,
assign tasks, share links, compose a note,
write a code snippet, or share files.

Make and receive calls with any of
your coworkers or guests.

Start a video call from a conversation.
Manage conversation settings.

Top right:
Start an audio or video call, send a
message or text, create teams, and
add users. Click your profile picture to
update your profile and preferences.

Right pane (Shelf):
Access recently posted and important items
in the current conversation.



How to use your RingCentral app for Android™

Take all-in-one team messaging, calling, file sharing, faxing, and more with you anywhere using your mobile devices.

Call

© (650)555-1234 a

From: (650) 555-2222 «
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©
Make a call
e Tapthe= menu.
+ Tapthe ¥ icon.

+ Tapthe @) icon.

e Make your call.

Check voicemail
e Tapthe = menu.
+ Tapthe ¥ icon.

e Check voicemail or view call

history and faxes.
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Message
v 0 1230
= Glip Q
Al O Direct (7) Teams (8) Text

Amanda Smith (1]
We Started a video chat M

Marketing Communications @@
Gina: Let's look at the report

Amy Wang
That's great!
¢ Andrew Lewis 0
¢ | will complete the quarterly... sterd
¢ Randall Gomes
4 Created a task.

Anna Martin, Jeff Middleton

Jeff: We should meet later. °
ﬁ Daniel Scott

Join a conversation

From the Glip panel, tap the
conversation you want to join
or view.

Type a message and add files
and links.

Start a new conversation

Tap the @) icon from the bottom
right of the Glip panel.
Select New Message to talk to an

existing contact. Or, select Invite
to invite a new contact to chat.

Meet

< Q) 555-666-7777

By Category

Comparison

a

Enable in-app meetings

Tap Settings from the = menu,
tap Video Service, and select
RingCentral Meetings Embedded.

Start your meeting

Select Meetings from the = menu.
Now you can Start, Schedule, or
Join a meeting from within the

RingCentral app.



How to use your RingCentral app for iOS®

Work on the go with all-in-one team messaging, calling, file sharing, faxing, and more using your mobile devices.

Call Message

® (650) 555-1234 o)

From: (660) 666-2222 ~
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Glip Phone Contacts Meetings More
Make a call
e Tapthe % icon twice from the d

bottom navigation.

¢ Make your call. o

Check voicemail

e Tapthe % icon from the bottom o
navigation.
¢ Check voicemail or view call o

history and faxes.
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Glip
[ 2 858
Al(15)  Direct(7)  Teams (8)
A Anna Martin o
v e Started a video chat. 9:10AM

Marketing Communications @ @
Gina: Let’s look at the report. 8:35 AM

\ Megan Harper
That's great! 7:02 AM
%a. Andrew Lewis (6 )
® | will complete the quarterly...  Yesterday

A Randall Glover
b Created a task. Tuesday

Anna Martin, Jeff Middleto...

Jeff: We should meet later. Saturday
Daniel Scott
® Let's discuss the delay here. Friday
M Ppatrick Burton
'y ;
‘Fﬁ Shared a file. Friday

Q Margaret Foster

‘@ %0 @ a eoo

Glip Phone Contacts  Meetings More

Join a conversation

From the Glip panel, tap the

conversation you want to join.

Type a message and add files

and links.

Start a new conversation

Tap the @) icon from the top right
of the Glip panel.

Select New Message to chat with
an existing contact. Or, select
Invite to invite a new contact

to chat.

Meet

eee000 Carrier T 9:41 AM

< w

555-666-7777

By Category

Comparison

W

Mute Stop Video Share Content Participants

Enable in-app meetings

Tap your Profile picture, then tap
Meetings. From Video Service,
select RingCentral Meetings
Embedded.

Start your meeting

Tap the [ Kl icon from the bottom
navigation. Now you can Start,
Schedule, or Join a meeting from

within the RingCentral app.



How to use your RingCentral Meetings

Host unlimited video conferences and screen sharing from your favorite devices. Enjoy reliable online meeting
experiences with HD video and crystal-clear audio.

CYeK ) RingCentral Meetings ° a e e e e e
. 1]

Kate Johns @ L settings
0 b
Mute Sartic

eon
Manage Participants  New oro
top Share

Chat

e Invite
o Record
isable
ide Vi

Start without video Start with video

(M
o (2)(c) o

Schedule Join

Share screen

[ 1] = =)
1. Start without video 1. Mute/unmute your audio.
rt a meeting with he camera on
é?ta t eting wit OUt.t eca .e ao 2. Start/stop your video capability (camera).
(ideal for a screen-sharing meeting).
3. View participants.
2. Start with video
Start a video chat meeting. 4. Share a new window.
3. Schedule 5. Pause or resume screen sharing.
Schedule a meeting with preferred 6. Annotate content with tools to highlight or mark up shared content during the meeting.
settings and calendar.
7. Grant remote control on keyboard and mouse.
4. Join
Join a meeting by entering 8. Chat with an individual or group.
a meeting ID. 9. Send a meeting invitation via email.
5. Share screen 10. Start recording the meeting.
Share your screen instantly
11. Access settings to configure audio, video, microphone, and more.
(desktop only).

12. Optimize screen sharing for video.

13. End the meeting.
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How to use your RingCentral desk phone

Softkeys and hardkeys for most Polycom® and Cisco® models

Dial

Lift handset and dial number
(Do not dial @) before the area code)

Flip

© > assigned Call Flip number

Transfer

While on a call:

Polycom softkeys

> dial sec.ond number or extension
and wait for response

Cisco softkeys

> dial sec.ond number or extension
and wait for response

Number keys

e e > dial extension
e e ° > dial number

Intercom®

Lift handset:
Polycom softkeys
m > dial extension

Cisco softkeys

w > follow prompt
or 0 > w > follow prompt
or @ > M > follow prompt

Number keys

° e o follow prompt

Hold

While on a call:
Polycom hardkeys/softkeys
- G
Cisco hardkeys
® - am

Number keys

° ° to place on hold

° to end hold

Conference

While on a call:

Polycom softkeys

@I - ciol second numper >

Cisco softkeys

> dial second number or extension
> wait until after person picks up

Park/Pick up

While on a call:

Polycom softkeys

and note park location (* 8 - -)

Cisco softkeys

0 > m and note park location (* 8 - -)

Number keys

@ @ ° e and note park location (* 8 - -)

§ Paging and Intercom features are only available if your administrator has enabled them. | *When activated.
If you change the physical location of this phone, you must register that new location in order to properly route calls to emergency services—such as 911 (US and Can.)
or 999/112 (UK). Log in to service.ringcentral.com (US and Can.) or service.ringcentral.co.uk (UK).

RingCentral

@ Polycom keys
@ Cisco keys
@ Number keys

(L]

@ e, NAVIGALION
\ -4 arrow buttons

Voicemail

Lift handset:

Polycom hardkeys

@ > after prompt, enter PIN
Cisco hardkeys

or @ > after prompt, enter PIN

Number keys

° e G > after prompt, enter PIN

Page?®

Polycom softkeys

> follow prompt or

Cisco softkeys

0 > > follow prompt

Number keys

° e o follow prompt

Record’

While on a call:

Number keys

Q00O twstart
° e to end

Recordings available online:

Login > Messages > Recordings



