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Overview

Build a professional presence for your business, drive productivity, and
unify all your employees in the office and out in the field with a single
mobile phone system— RingCentral Office@Hand from AT&T.

Office@Hand works with all mobile and fixed-line phones, and it offers
features such as an auto- receptionist, multiple extensions, voicemail,
callhandling, faxing, on-hold music, and more. With no setup fees or
new hardware required, Office@Hand provides immediate savings over
traditional business phone services.

*Smartphone apps are available for select smartphones. See att.com/officeathand for the list of certified devices.

And now, with Office@Hand Mobile App for select* smartphones,
you've got the power to extend your business phone system outside
the office to take and make calls, access voicemail, manage
department settings, view faxes, monitor call logs, and more.

NOTE: This document discusses managing and using the Mobile App.
The three platforms - operate the same and look almost identical.

RingCentral
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Getting Started

Download the RingCentral Office@Hand Mobile App from the relevant
mobile-phone App store, create a new Office@Hand account, verify and
activate, set up, configure your account, add users and departments,
and more. Follow these easy steps to get started in no time.

NOTE: You can also configure and manage your system by logging in
to your online Office@Hand online account from a Web browser; the
steps are similar.

How to Start

NOTE: The Office@Hand Mobile App requires the account owner to
have an AT&T Wireless account. Billing for the Office@Hand account is
done through the AT&T Wireless account.

If you are already have an Office@Hand Premium account

If you already have a RingCentral Office@Hand from AT&T Premium
(deskphone) account, install the Mobile App so you can receive your
business calls and manage your Office@Hand account from your
smartphone.

From your smartphone: Go to your device’s App store, search for
RingCentral Office@Hand from AT&T, download and install. Launch the
App and log in with your Office@Hand number, extension, and password.

Or from your Office@Hand online Web account, click the Tools
dropdown menu on the far right of the menu bar, and select
Mobile Apps.

Select the appropriate App to install. It will start your App store
interface so you can download the App. Follow your usual procedure
for synchronizing the download to your mobile device: It will appear on
your mobile device, or in the mobile app store, depending on how you
have set up your mobile device.

You won't be asked to go through Express Setup, as described on the
following page, since you will already have set up your account. Use
the rest of this Guide to understand the features and capabilities of the
Mobile App

RingCentral
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To create a new Office@Hand Virtual account:

If you do not already have an Office@Hand account, you can sign up from a browser or through
your mobile-device App store.

From a Web browser, go to AT&T's Office@Hand page at http://www.att.com/smallbusiness/

solutions/pages/articles/att-office-at-hand.jsp. Click the Free Trial button or the Buy Now button.

OR:

From your smartphone, go to your device's App store, search for RingCentral Office@Hand
from AT&T, download and install. Tap the Office@Hand icon on your smartphone, then tap Free
Trial or Buy Now. (NOTE: Billing begins automatically at the expiration of the thirty day free trial.)

In either case:

On the form offered, provide your contact information and set up a password.

Follow the onscreen steps to verify the AT&T wireless number that will be billed for this service.
Select a plan based on the number of users you'll be setting up on Office@Hand.

Choose a main company toll-free or local number.

Tap Setup Now to configure your Office@Hand business phone system. (If you already have an
account set up, you won't need to reconfigure.)

Your order is now complete.

Please take a few minutes to complete basic
system Setup. You may want to have a list
of your employees, their contact numbers
and their emails on hand.

Click Setup Now to continue. You will also
receive an email that will allow you to
proceed with Setup at a later time if you
prefer.

A service desk representative will call you
within 2 business days to verify your setup
and provide you with any further assistance.
Or call us now at (866) 563-4703 if you have
any questions.

By subscribing to and/or using RingCentral
Office@Hand from AT&T, you acknowledge agreement
to the AT&T’'s Terms Of Service and RingCentral’'s End
llser |l icense Aareement

RingCentral
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EXxpress Setup

If this is a new account, then after installing the Office@Hand Mobile
App on your smartphone and activating it, when you first log into the
App you'll be invited to follow the Express Setup, which will guide you
through the process of setting up your account, adding users, creating
departments, configuring yourAuto-Receptionist, and more.

It will be helpful to have on hand a list of your users, their contact
numbers, and their email addresses.

If you skip the Express Setup, you will be offered the opportunity again
the nexttime you login. Itis highly recommended that you take
advantage of Express Setup to be able to get the most from your
Office@Hand Mobile App.

We will now go through a quick and basic
setup of your phone system.

o Verify your address

9 Tell us about your users and departments

9 Configure your company greeting and operator
extension

o Decide how calls will be forwarded to your
departments and users.

What's your primary industry? N

How did you hear about
RingCentral Office@Hand from AT&T?

Sounds easy. Let's doiit! »

A

Settingup Users

Your first task will be to set up your users. Start by verifying your own

information in the Account Owner section at the top of the User Info
screen. Click the caret next to Ext. 101, the Administrator’s extension
(that’'s you) to check the info you gave in the purchase process. Then

click Next, in the upper right of the screen.

To add your first user, tap the highlighted New User Ext. 102. Fill in the
fields for that user: first and last name, email address, contact number.
Click Next. Then click New User Ext. 103, and so on until you have set

up all your users.

RingCentral Office@Hand from AT&T

< Back User Info Next >

Account Owner

Extension: 101
First Name: John
Last Name: S
Email: john.s@acme.com
User Type: Premium

RingCentral
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Follow the same process for each of your users.

Let each user know that they will receive an
automatic Office@Hand email message like
the one below, with their account number
(business main phone number), their
extension number, and a link — they should
click on the linkin that email to set their
account password and security question.

It will also prompt them to download the
mobile App to their smartphones so they can
start managing their own extensions.

When you're finished naming users, from the
main User Info page, tap Next in the top-right
corner of the screen. Now you will be guided
to set up your Departments.

NOTE: The number of users you can have on
your account depends on your plan. If you
need to add more users than your current
plan allows, you can change your plan and
add more users at any time. Simply login

to https://service-officeathand.att.com
using your Office@Hand phone number and
password. Select Billing, then click Change
Plan and follow the onscreen instructions to
add more users to your plan.

RingCentral Office@Hand from AT&T

Account Owner

Bob J

Premium

Jane D

New User

Virtual

New User

User Info

Ext. 101 V'

Ext. 102 V'

Ext. 103 >

Ext. 104 >

You have been added to your company's RingCentral Office@Hand from AT&T

business phone system

RingCentral Office@Hand from AT&T <officeathand@ringcentral.com>
Sent: Maon 12/17/2012 5:10 PM
To: Jane D

RingCentral Office@Hand from AT&T

Dear Jane D,

John S has added you as a user to the RingCentral Office@Hand from AT&T
business phone system

« Your company's account number is: (731) 212-8517
s Your extension number is: 102

To set up your extension and configure your voice mailbox, please click here
or copy and paste the following into your browser:
http://service-officeathand.att. com/service-site/login/main. html?
CDXB3420:5A6808009F EOFDOFBCC727E9A363DBE0CE780C

Thank you for using RingCentral Office@Hand from AT&T!

For technical assistance please call AT&T Advanced Mobility Solutions
customer care at 1-866-563-4703 or Click Here for helpful hints, videos and
information about how to use the service.

RingCentral & atat

RingCentral

(.


https://service-officeathand.att.com

RingCentral Office@Hand from AT&T | Mobile App Administrator Guide | Getting Started

AddDepartments

Give your business phone system the flexibility of a much larger
organization by creating departments such as sales, support, and
billing. Configure as many departments as you need.

To add a departmentin Express Setup:

1. Fromthe Add Departments screen, tap Add Department.

2. Onthe Create your department screen, accept the department
extension number suggested, or enter another number.

3. Tap Department Name and type a name for the department—such
as Sales or Billing.

4. Tap Manager Email and enter the email address of the department
manager. The department manager will have access to department
calllogs, department voicemail, email, faxes, and department
settings.

5. Under Select department members you will find a list of your users.
Check the ones you want to assign to this department.
NOTE: A Department must have at least one member.

6. Tap Add More Departments to continue setting up departments.
Or tap Next to continue to the next step—configuring the
auto-receptionist.

Office@Hand sends a message to the department manager’s email
address with a single-use link. They should click on that link to confirm.
It will take them to a Web page (on their desktop or on their mobile
device) where they can set up their Department Manager password.

The new Department Manager can consult the RingCentral Office@
Hand from AT&T Mobile App Department Manager Guide for
instructions on setting up and managing departments.

RingCentral Office@Hand from AT&T

<Back  Add Departments Next >

Departments

Department extensions enable one or more
users to answer calls to that department.
Examples of departments may be Sales,
Support, Billing, etc.

Add Department :

<{Back Create your depart... | Next >
Department extension: 1
Department Name: Sales
Manager Email: bob@acme.con|
Voicemails left for this department will be forwarded to this

RingCentral
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Configurethe Auto-Receptionist

The Auto-Receptionist directs callers to the appropriate department
or employee extension, or any U.S. phone number you choose.

Create a Company Greeting

custom greeting.

To continue Express Setup, -tap Auto-Receptionist. Tap the first item

on the Auto-Receptionist screen, How to handle incoming calls,
where you will also set up your Company Greeting and choose your

Operator Extension.

The Auto-Receptionist will greet callers with arecorded message
when they call. You can use the default greeting or you can create a

To view the default greeting or to record a custom greeting, on the
Auto-Receptionist page, under Select your company greeting, tap

Default to accept the default message.

RingCentral Office@Hand from AT&T

Configure System

Define how incoming calls will be handled by
AT&T phone system.

Company Number
(415) 555-1212

"

c Auto-Receptionist

1 Department 7 Users

RingCentral Office@Hand from AT&T

Auto-Receptionist

How to handle incoming calls >

Operator Extension (0) Assign >

RingCentral Office@Hand from AT&T

Auto-Receptionist Next >

How to handle incoming calls to your main
company number

Play company greeting v

Connect directly to an extension

Select your company greeting
Default v

Record over the phone

RingCentral
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Review the script of the default greeting. To
hearit, tap Play. The Auto-Receptionist will
automatically read the name of your company
using text-to-speech technology. If you want
to use the default greeting, tap Save.

Or you can create a custom message.
Office@Hand includes dial-by-number
directory capability, so your custom
greeting could tell callers the employee or
department numbers they might be calling.
For example, your greeting could say:

Press 1for sales, press 2 for support, press
3 forbilling ...

or
Press 1for John Smith, press 2 for Jane Doe
or

If you know the number of the party you'd
liketoreach ..

Torecord a custom greeting:

1. Tap Custom and then tap Record.

2. Provide a phone number for the system to
call, or have it call your forwarding number
(select one under the Forwarding
Number dropdown below).

3. Tap Call Now.

4. Office@Hand will call you and prompt you
to record your greeting.

(NOTE: If you tap Custom Greeting and
then for some reason don't record a custom
greeting, you won't be able to continue until
you either record a greeting, or change the
selection here to Default.)

< Back Record Over th...

We will call you to record your custom
greeting over the phone

Call me at:

Forwarding number v

Custom number

Forwarding number | Mobile: (940) 48 4

Call Now

Designate an Operator Extension

You can designate an extension that will
receive calls intended for the operator
(extension 0). When callers press O or don’t
enter an extension number, the system will
connect the call to the designated employee.

Tap Operator Extension, then choose an
employee to receive operator calls. When
you're finished, tap Save.

The Auto-Receptionist screen will have a
check next to How to handle incoming calls,
and a check next to Operator Extension,
indicating you have complete that portion of
the Express Setup. Tap Next to continue.

Cancel Operator

Operator extension (0)
Marketing Ext. 1
Sales Ext. 2
John S Ext. 101
Jane D Ext. 102
Gary W Ext. 103
Tom B Ext. 104 V'

n

RingCentral
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Configure Departments

Now Express Setup will lead to further
configure the Departments you created earlier.

To begin, tap the highlighted Departments
section on the screen. Next select a
Department to configure.

Select Department Greetings

Tap the highlighted Department Greeting to
set the greeting for the department. You can
choose from a default greeting or you can
record a custom greeting.

To listen to the default message, tap Play.
The Auto-Receptionist will automatically
read the name of your department using
text-to-speech technology. If you want to use
the default message, tap Save.

Torecord acustom department greeting:

1. Tap Custom and then tap Record.

2. Provide a phone number for the system to
call, or have it call your forwarding number
(select one under the Forwarding Number
dropdown).

3. Tap Call Now.

4. Office@Hand will call you and prompt you
torecord your greeting.

Review your message, tap Save, then tap Next.

RingCentral Office@Hand from AT&T

Configure department extension

Tap buttons below to setup

Department Info

Sales v ‘

Ext. 1

Department Greeting >
Call Handling >
Messages and Notifications >

Department Greeting  Next >

Sales Ext. 1
' Default

"Thank you for calling Sales. Please wait while
we connect you to the next available agent."

Custom v

Enter the phone number you'd like us to call so
you can record your greeting.

Phone to ring:

Call Now

RingCentral
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Configure Call Handling for
Departments

You can create rules to manage how calls to
the department are distributed to department
members. For example, you can set calls to
rotate among employees assigned to the
department extension. Or you can set calls to
ring all extensions simultaneously.

To set department call-handling rules, tap
the highlighted Call Handling for your first
Department.

Tap Rotating to allow calls to rotate among
department members. Tap Simultaneously
to allow calls toring all extensions at the
same time. When you're finished, tap Save.
Then tap Next.

NOTE: After the initial setup, you'll also have
the option to select Sequentially in fixed
order, which enables you to determine

the order in which phones will ring among
department members.

Call Handling Next >

Sales Ext. 1

Select the order in which calls to this
department should be routed to the department
members:

Rotating v

Simultaneously

Configure Department Voicemail
Greetings

To set up department voicemail greetings,
which is the message callers will hear

when they are sent to voicemail, from the
Department screen tap the highlighted
Messages and Notifications.

To set up this Department’s greetings for
voicemail, choose to accept the Default
message by tapping Next, orrecord a
custom message. Review the script of the
default message, or tap Play to hear it.

RingCentral Office@Hand from AT&T

Messages and Noti...  Next >

Sales Ext. 1

Default v

All of our agents are busy helping other
customers. At the tone, please record your
message. When you've finished recording, you
may hang up or press the pound key for more
options.

Record over the phone

Message Recipient:

Ext. 101 - Bob J N

Torecord a custom department voicemail
greeting:

1. Tap Custom and then tap Record over the
phone.

2. Enteraphonenumber for the system to
call, or have it call your forwarding number
(select one under the Forwarding
Number dropdown).

3. Tap Call Now.

4. Office@Hand will call you and prompt you to
record your greeting.

5. Whenfinished, click Save toreturnto the
Messages and Notifications screen.

6. Note the voicemail Message Recipient;
click to change to another extension, and
click Save.

7. Tap Next to continue the Express Setup.

Continue to set up any additional
Departments. A check mark will appear next
to each listed Department as you complete
its configuration.

When finished configuring your
Departments, tap Next

RingCentral
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Set Up Administrator Call Screening

Back at the Configure System screen, tap
the highlighted Users square to define call
handling for your own extension as the
Administrator. (Your users will be configured
later.)

Onthe Call Screening screen, optionally tap
to turn on Call Screening for your account.

Choose the setting you prefer:

Ask users to say their name before
connecting if they:

Display no Caller ID
Are not in your Contactlist, or
Always.

Tap Next.

The screenis now labeled Call Handling, and
Call Screening is now checked off.

Define call handling for user extensions

Company Number
« (415) 555-1212

O Auto-Receptionist

1 Department
-
asa

l Phones & Numbers

Call Screening

Bob J Ext. 101

Call screening On

Ask callers to say their name before
connecting:

If caller ID not present
If caller not in contact list

Always

Next >

RingCentral
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CallHandling: Set up Administrator
Call Forwarding

Define your own extension’s call-forwarding
rules by deciding to which phones, in which
order, will ring when you get a call to your
Office@Hand number.

Tap the highlighted Call Handling.

Your Office@Hand numbers/extensions are
listed. You can enter additional numbers,
such as Work, Home, and Other. For numbers
with extensions, put an asterisk between
them, thus: [number] * [extension]. (The
system will dial the number, pause, then dial
the extension.) Tap the up and down carets
to determine the order.

Call Handling Next >

John S Ext. 101

Forward incoming calls to my extension to the
following numbers

Polycom IP ... FANE'Y
Mobile: (415) 555-0104 A ™

Work: Enter number A~

Scroll down: Sequential is checked - calls to
your extension will ring at the listed numbers
in sequential order, until the call isanswered.
Or check Simultaneously to have calls ring all
the listed devices at the same time.

Tap Next to continue.

Choosing Your Voicemail Message

Call Handling is now checked as completed.
As with all these settings, you will be able to
come back and adjust settings.

Click the highlighted Messages and
Notifications.

Choose the greeting that callers will hear
when they reach your voicemail.

Tap Messages and Notifications and then
Voicemail Greeting.

You can choose from a default message or
record a custom message. Review the script
of the default message, or tap Play to hear it.

Call Handling

NOTE: As the administrator, only YOUR
extension call handling rules need to be set up
now.
User Info
John S v
Ext. 101
Call Screening v
Call Handling v
Messages and Notifications >
Messages and Noti... Next >

John S Ext. 101

If callers are transferred to your voicemail, they
will hear the following voicemail greeting:

Default

Your call has been forwarded to the voicemail
for John S No one is available to take your call.
At the tone please record your message. When
you're finished recording, you may hang up or
press the pound key for more options.

Record over the phone v

RingCentral
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Torecord a custom department voicemail
greeting:

1. Tap Custom and then tap Record over
the phone.

2. Enteraphonenumber for the system to
call, or have it call your forwarding number
(select one under the Forwarding
Number dropdown).

3. Tap Call Now.

4. Office@Hand will call you and prompt you
torecord your greeting.

5. Whenfinished, click Save to return to the
Messages and Notifications screen.

6. Tap Next.

7. If youchecked Custom and failed to record
amessage, you won't be able to continue
until you do so, or check Default.

All the entries on the Call Handling page are
now checked as completed. You can tap any
of these entries to rework them. Or tap Next
to continue.

Call Handling Next >

NOTE: As the administrator, only YOUR
extension call handling rules need to be set up
now.
User Info
John S v
Ext. 101
Call Screening v
Call Handling v
Messages and Notifications v

User Settings

Therest of your users will receive an email
instructing them how to set up their own
extensions. Itis not necessary for you to set
up their extensions at this point, yet you can
dosoif youwish. To set up a user extension,
tap one displayed on this User Settings page.

When finished, tap Next.

User Settings Next >

The rest of the users will receive an email
instructing them on how to set up their own
extensions. It is not necessary for you to set up
their extensions at this point, yet you can do
this if you wish.

Premium

Jane D Ext. 102 >

Select a user to configure the extensions
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Phones & Numbers

If you already have desktop IP phones
installed, you can configure them now.

If you have ordered phones, they will arrive
Plug and Ring Ready®. Once they are
installed, you will be able to access your
phone settings when you log in to your online
account on the service Web site.

As the Administrator, you can access
settings for all phones associated with your
RingCentral Office@Hand from AT&T
account by going to Settings > Phone
System > Phones.

Tap Next to continue.

Congratulations! Your Office@Hand account
initial configuration is now complete, and
you're all set to start taking and making calls.

You can change all the settings later by
logging in to your account online and
selecting a menu under the Settings tab. Or
you canlogin to your Mobile App and follow
theinstructions in the rest of this document
to make selected changes.

Tap Finish.

TryOutYourSystem

Tap Launch Now to launch the smartphone
App, login, and try out your new Office@Hand
phone system.

If you have not yet installed the App, tap
Download the application to download
andinstall on your smartphone. Thenlogin
through the App.

You can start using your RingCentral
Office@Hand from AT&T business phone
systemright away.

Let your users know that they will receive
activation emails allowing them to manage
their own accounts.

Setup Complete

Congratulations!

With your set up done, you can start using
the service now. Users will also receive an
activation email message allowing them to
manage their own extensions.

> Launch Now

If you don't have the mobile application, get
it now!

> Download the application

Office@Hand Login

Login

(866) 555-1212

Forgot your password?

RingCentral
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Using and Managing the RingCentral Office@Hand from AT&T
Mobile App

Take your business phone system with you using Office@Hand for Navigating the Office@Hand Mobile App
select* smartphones. Place calls using your Office@Hand number,
create favorite and contacts lists, view and forward faxes, manage
calllogs, and more.

On most of the App screens, click the three-lineicon in the

bottom left of the screen to bring up the slide-out App menu. This
gives you access to most of the App features including Messages,

As the Administrator of your Office@Hand account, you can manage Contacts, Conference, RingCentral Documents, Outbox, and Settings.
the settings for your Company and your Users, as well as for yourself, You an also “swipe” across most screens to reveal this menu.

by following the instructions here.

Messages

&* Favorites
a Contacts
= R
‘.= Activity Log @ 3
L3
0, Conference @ Ij
a Office@Hand Documents o R
O Outbox
‘Q*r

o DND > 3
{3 seu LK

Settings = .

*Smartphone apps are available for select smartphones. See att.com/officeathand for the list of certified devices. 18
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RingOut

Contacts Add + < Back Office@Hand Add +
The RingOut feature lets you use your
Office@Hand business number to place
ersonal Compan
outgoing calls from any phone you choose. 2L 1 (41 5) 555'1 21 2 x
The people you dial will see your business

information on their caller ID instead of your
personal name and number. A

For example, if you're working from home,

you can initiate Office@Hand calls from your Achal Anjaria >
smartphone, then connect and complete the

call from your home phone. The person you're

calling will see your Office@Hand number. Ajoy Chattopadhyay >
RingOut is accessed, not from the Menu, but

by tapping the blue phone handset symbol Anil Panguluri >
on the bottom right of most Office@Hand

screens, such as the Message screen, the B

Contacts screen, and the Call Log screen.

Use the dial pad that appears to dial the Biju George >
number you want to call. Office@Hand

will do the rest. (To specify your Ringout

phone, see the RingOut section.)

=

When you've entered the phone number on
the dial pad, by the way, you can also click
the Add + button to create a new Contact
with this number, or to add the number to
an existing Contact.

RingCentral
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Contacts

Contacts Add +

Find the people you need fast. The Contacts feature lets you view
your personal contacts or to see only the people listed in your
company directory. To access your contacts, tap Contacts on the
slide-out menu (accessed by tapping the three-line menu bar on the
bottom left of most screens).

Tap Personal to view the contacts from your smartphone’s contacts
list. Tap Company to see only the contacts in your company directory.

(You may get a message suggesting you change your smartphone Achal Anjaria >
Privacy settings to allow Office@Hand to draw from your personal
contactlist on your smartphone.) Ajoy Chattopadhyay >

To add anew contact to the Personal list, tap the Add + in the top-right
corner of the screen when the Personal tab is active. Enter your new

contact’s details, then tap Done. (Company contacts come from the Anil Panguluri >
users in your Office@Hand account.)

Biju George >

B O\
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Favorites

Favorites Add +

Alex B >
Dieter R >
John J >

Quickly find the people you contact frequently by adding them to
your Favorites.

Tap Favorites in the bottom navigation. To add a contact to Favorites,
choose the Personal or the Company tab, then tap Add + to view your

current personal or company contacts. Tap the name of the person or
department or extension you want to add to your favorites list.

To remove a contact from the Favorites list, tap the right arrow and
then tap the highlighted arrow to unselect it.

Call Log

Activity Log Clear

All Missed Calls

5 (650) 376-0023

Q >
(510) 387-0872

>
(510) 387-0872

>

(510) 387-0872 N

Office@Hand gives you easy access to your call history, including calls
you placed, received, and missed. To view your call history, tap the
Menu then the Activity Logicon.

To see your entire call history, tap All at the top of the screen. To see
only the calls you've missed, tap Missed Calls. To see more calls in your
calllog, tap Get More Records.

Dial numbers by tapping any number in your activity log (You must
have a Direct Number to make outbound Office@Hand calls from
your smartphone.).

Tap the caret on the right side of an entry to see caller details.

RingCentral
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Call Recording - Important Legal Requirement

Call Recording is a simple but useful feature that makes it easy for
RingCentral users to record calls they make or receive.

Certain state and federal call recording laws apply to the use of this call
recording feature by you and all users associated with your account.

In some states, you and each user associated with your accountis
required to obtain consent from all parties to record a phone call.

By using the RingCentral call recording feature, you and each user
associated with your account are required and must agree to maintain
compliance with all applicable state and federal laws and regulations.

On behalf of your organization, you agree to notify all users associated
with your account of their obligation to comply with all applicable state
and federal laws and regulations.

You and each user associated with your account understand and
agree that each of you are solely liable for compliance of such laws and
regulations, and under no circumstances shall RingCentral or AT&T be
responsible or held liable for such compliance.

Automatic Call Recording

If your Administrator has activated Automatic Call Recording for
incoming calls to your extensions, you will get an email letting

you know. Once recordings are activated, an announcement will
automatically play to incoming callers letting them know that their call
is being recorded.

If your Administrator has activated Automatic Call Recording for
outgoing calls for your extensions, you will get an email letting you
know. However, no automated announcement is played when you call
others; itis your obligation to let those you call know that the call is
being recorded.

You will receive email letting you know when Automatic Call Recording
is activated, or deactivated, for your extensions.

You can view, listen to, and download recordings made of your calls

by the Automatic Call Recording system by visiting your Call Log.
Recorded calls are stored in the cloud for 60 days; to retain recordings
longer, download and save them to your computer system.

RingCentral
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Messages

Messages Edit

@065 D

“ Voice = Fax = Text =

qo (650)555-1212 Monday (@
12:05 am (0:39) ‘

O (763) 555-1212 212813 (3
Running 10 minutes late ‘

O (408) 555-1212 212813 (3
Are you joining the call? ‘

(O dJane Doe 2128113 ()
Let's meet at the cafe

It's easy to view your own voicemail
messages and faxes. You'll find them all
togetherin the Messages section of the
Office@Hand smartphone App.

Tap Messages in the slideout navigation to
access the voicemail messages, faxes and
text messages you've received.

To listen to a voicemail message, or view a
fax or text message, tap theicon to the left
off the message. Tap the arrow to the right
of amessage to view information about the
message and its sender.

NOTE: These are your own messages as a
User. Company and Department messages

are accessed from areas of the Settings menu.

Business SMS

Office@Hand Business SMS integrates text
messaging into your Office@Hand mobile
app onyour smartphone or tablet, as well as
your desktop Office@Hand Softphone. You
can send and receive an unlimited number
of 160-character text messages to and from
Office@Hand extensions, or 10-digit local
(non-toll-free) phone numbers. This feature
is available to all Office@Hand customers.

Message clients, colleagues, and your
department groups without having to

text each individual department member.
Recipients canreply via Office@Hand
Business SMS, or via their native SMS system.

Send Business SMS messages to any non-
toll-free number in the United States, or to
any RingCentral customer number even if the
customer is traveling overseas.

In the Messages window, received SMS
messages are displayed when you click the
Text tab (or the All tab) and are indicated by
the SMSicon. Click on a message to view, to
respond, and to view the sender’s contact
information.

The SMSicon appears at the bottom of most
screens in the Office@Hand Mobile App.
Click theicon to create a new message. Enter
aname or phone number in the To: line, or
select from your Contacts by tapping the

green plus sign. You can message anyone
whose phone is able to receive text messages.

You can message appropriate Office@Hand
colleagues by extension number.

You can block unwanted SMS messages to
individual Users or Departments by blocking
the phone number of the sender. Go to
Settings > Phone System > Departments
(or) Users > (select a Department or User)
> Greeting > Blocked Numbers and select
from the options. See Screening.

and Blockin

Messages Edit

All Voice Fax o
D Jose Pastor >
D (650) 704-6994 >
D Vi Chau >
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Receiving and Sending Faxes

You can send, receive, and view receive and view faxes using the
Office@Hand Mobile App.

First, we'll cover viewing received faxes in the Mobile App. Then we'll set
up outbound faxing, and explain how to send faxes.

Receiving and Viewing Faxes

Your Office@Hand phone number by default receives both voice calls
and faxes. (Optionally, you can set up specific extensions to receive
only voice calls or only faxes.)

View the faxes you've received in the Messages section of the
Office@Hand Mobile App. You can also receive faxes as PDF
attachments in your email account.

RingCentral Office@Hand from AT&T Welcome MagAcctOwner | (760) 646-0268 Ext. 101 >Logout  >GetHelp € DND
Overview Messages Activity Log Contacts S ; Billing Tools
My Outbound € Ringowt [P Faxout | QuickLinks ~
Fax Settings Faxes Sent via Email Leam more
B} cen
Cover Page 5 Omit cover page when email subjectis blank:
;g i axes Sentvia Emai
" Email addresses permitted to send faxes
user@mycompany.com Add
bob.smith@ringcentral.com m

To access faxes on your smartphone:

—_

Tap the Menuicon, then tap Messages.

. Forconvenience, tap the Fax tab to see just your faxes.

2
3.
4

Tap the Fax icon next to the fax message you want to view.

. The fax will be displayed on screen.

Toreceive faxes in email:

1.

Login to your Office@Hand online account and click Settings >
My Inbound.

. Click Messages and Notifications, then click Notifications, at the

bottom of the middle panel.

. Onthe Notifications screen, click On next to Received faxes. (You

can also get notified of voicemail messages, missed calls, and fax
transmission results.)

. You can send notifications to an email address or as a text message

to your phone.

. Foremail notifications, select whether to have the received fax

attached to the notification email as a PDF file. You can then open
the PDF file and view the fax. However, such files can be large; some
prefer to save space in their email boxes by clicking a linkin the email
to view the fax in the Messages section of their Office@Hand App.

. Whenyou're finished, click Save.

RingCentral
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Setting Up to Send Faxes

Log into your Office@Hand account online
to set up your cover page.

1. Fromany computer, log in to your
Office@Hand account at
https://service-officeathand.att.com
with your phone number and password.

2. From the Settings dropdown menu, click
My Outbound.

3. Click Fax Settings.

Choosing a Default Fax Cover Sheet

A cover sheetis attached to each fax you
send through Office@Hand fax service. To
select the style or look of your cover sheet,
on the Fax Settings screen click Cover Page.
From the drop-down list, preview available
cover pages, select the cover page you want,
and click Save. The variable information on
the cover page will be filled in during the fax-
sending process.

Omitting the Cover Sheet When Email
Subjectis Blank

When you send a fax by email, the subject
line of the email is put on the cover page.
You can omit the cover page by sending the
fax without a subject line. To do this, go to
Settings > My Outbound > Fax Settings >
Faxes Sent by Email and check Omit cover
page when subject line is blank.

Specifying Email Address That Can
Send Faxes

On the Fax Settings screen, under Faxes Sent
via Email, under the line Email addresses
permitted to send faxes add, one by one,
the email addresses from which users can
send faxes by email through your account
with Office@Hand. Click Add after each
one; click Save when done. You might want
toinclude alternate company accounts

or personal accounts or accounts for
contractors. You can store up to five such
email addresses.

When you send a fax by email as described
below, the system checks the email address
of the sender, and sends the faxifitis on this
approved list.

Sending Faxes

You have several choices for sending

faxes. You can fax a document from your
smartphone; you can email the document
to our faxing service; and you can log into
your online account to send faxes from your
desktop computer.

To send faxes from your Office@Hand
Mobile App

1. Tap thefaxicon [insert faxiconinline].
2. Enter orselectarecipient by tapping To.

3. Choose a Cover Page.

4. Select aDocument to Fax, choosing from
your Office@Hand Documents folder,
your Photos, or the Dropbox app ifitis
installed on your smartphone.

5. Tap Attach, then Send.

NOTE: Documents can be added your
Office@Hand Documents folder from email
attachments. From your smartphone’s
email app, open an email and tap and hold
the attachment name until the grey screen
of appicons displays; tap the icon *Openin
Office@Hand*. The document will be added
to the Office@Hand Documents folder, from

whuich it can be selected for faxing.

11:34 AM

Cancel Cover Page

Cover Page Contemporary

Check the second page, Bob. Thanks--
Phil

Preview Cover Page

[FAX

To:

RingCentral
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To send faxes by email:

You can email documents to an Office@Hand email address that

a

utomatically converts the attachments into fax format and sends

them to the fax number specified. You can send faxes by email in this
way from any email address you have added to the Faxes Sent via

E

1.
2

3

mail menu described above.

Create an email message. Attach the document you wish to fax.

. Thetextinthe Subject Line of the email will be added to the cover
sheet. (If no subject line text is included, the cover sheet will be
omitted if you set that feature, as described above.)

. Send the email to the recipient’s 10-digit fax number at the email
address att.rcfax.com. For example, to send a document to the
fax number 1-510-555-1212, you would use this email address:
5105551212@att.rcfax.com.

To send faxes from your Office@Hand online account:

1.

n

o 0 p» W

Through a Web browser on your smartphone or desktop PC, login
to your online account at https://service-officeathand.att.com
and click the FaxOut icon in the upper-right corner of the Web page.

Enter the recipient’s fax numberin the To: box. Click the
To: button to select a fax number from your Contacts

Elr FaxQut

list. You can also select Groups, which will send the
fax to each member of the Group for whom you have a fax number
listed.

. Create acover page with a personal message (optional).
. Click Browse to add your document.
. Choose Send Now and the Send Now button to send your fax.

. Or Schedule to schedule delivery for some future date.

A wide variety of standard document types, including word
processing, spreadsheet, and PDF documents, are recognized by the
RingCentral Cloud Fax system.

You can also send faxes using the Softphone desktop application,
which you can download and install on your Windows PC desktop.

Send a Fax

To: Type FELP}number

CoverPage: v Use CoverPage | Contempo ~ Praview

Cover Page Note

Documents To Fax Browse

@ SendMow Schedule
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DoNotDisturb (DND)

When you're busy and don’t want to be interrupted, use Do Not Disturb
to forward calls directly to voicemail.

To change settings for Do Not Disturb select DND from the slide-out
menu and choose a setting. from the two options shown.

The DND button in the bottom-right corner of the App screen turns
green when DND is set to Take All Calls, and red when DND is set to Do
Not Accept Any Calls. If you are a member of a Department, selecting
the option Don’t Accept Dept. Calls will turn

the DND button yellow.

() SetDND

Take All Calls

Do Not Accept Any
Calls

Conference Calling

Conference Calling is available on Office@Hand Premium User Plans.

A single conference bridge phone number is provided for each
account, shared by all users-no need for your users to keep track of
multiple bridge lines.

Each user gets their own individual host and participant access code, so
they can hold conference calls whenever they want, wherever they are.

Each user can host a conference with up to 1000 attendees, using
their IP deskphone while in the office, or their Softphone on their
desktop computer, or the Office@Hand mobile app while on the go.
Conferences are reservationless—you send an invite to participants,
and the conference startsas soon asyou join as host.

To start a conference, tap the Menu at the bottom left of your app
screen, and from the slideout menu select Conference.

The Conference screen shows the dial-in number, Host and Participant
access codes, and Invite buttons.

Tap Invite with Text Messaging or Invite with Email to create anew
SMS text message or email that says “Please join my meeting thatis
currently in progress” and contains the conference number and the
participant access code the attendee should use to join the meeting.
Add a subject line and additional messaging as needed, and Send.

Then tap Join as Host to call and log in automatically and begin
your conference.

As host, the user can mute participants, get caller counts, record
conferences, and more.

The main conference number is available in the U.S. In addition,
in-country dial-in numbers are available for use in over 30 countries.

27
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For additional information including touch-tones to use for control
during the conference, and a list of international dial-in phone numbers
please visit this page: Conference Calling Touch-Tone Commands
and International Dial-In Numbers.

Administrators can locate the unique conference calling information
for a specific user by going to Settings > Phone System > Users; select
auser and click the tab Phones & Numbers. You will see the conference
number, host code, and participant access code for that user.

Conference

P4 Messages

[ ] . L
ar Favorites Dial-in N Dial-in Number: 1(775) 360-1502
Host Access: 348079
a Contacts Host Ad
Particip Participant Access: 467949
(= Activity Log
., Conference Invite with Text Messaging

] RingCentral Documents Invite with Email

Join as Host

Q Settings

RingCentral
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Mobile Call Quality Indicator (CQl)

The Call Quality Indicator displays three lights on your smartphone
screen when you make a phone call using the Mobile App. The lights
show the quality of the connection.

Three green lights shows that call quality should be good. Two yellow
lights means the connection is experiencing some packet loss and/or
jitter and so your call quality may be suffering. One red light displays
when call quality is noticeably poor.

This display is dynamic for the duration of your call.

If the Call Quality Indicator shows the red light, your call quality may

be too poor to use. You can change locations to find a better WiFi
connection; or you can switch over to making the call using your carrier
voice plan.

To switch from VolP/WiFito Carrier:

End the phone call.

Tap Menu > Settings > Application Settings > VolP Calling.
Turn VolP Calling to Off.

Try your phone call again.

Now your call will go over your carrier’'s 3G/4G connection, which may
be a better connection if available, though it will consume carrier voice
minutes.

You can turn VolP Calling back to On later, when your WiFi connection
situation hasimproved.

RingCentral
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Managing Your Phone System Settings

Express Setup helped you set up your phone
system, with numbers, Auto-Receptionist and
messages, users, and departments.

You can change or update any of these settings
atanytime. In addition, as Administrator/
Account Owner you can manage settings for
your Company, Departments, and your Users
using the Phone System settings. These
settings, and the Billing settings, are only
available to the administrators.

Users see the two entries under User: My
Extension Settings and Application Settings.

To access the Office@Hand phone system
settings on your smartphone, start the App
andlogin.

The Phone System Settings

Tap Settings > Phone System to see

the screen from which you can manage
Company, Department, and User settings, as
well as your Office@Hand desktop IP phones.

< Back Phone System

Company Numbers and Info
« (650) 264-7459

O. . Auto-Receptionist
1 Department
0 Others 19 Users
) ®
oOwe
ass ab

l!E Phones

Company Number

From the slide-out menu, tap Settings >
Phone System > Company Numbers & Info
to manage phone numbers.

Your Office@Hand account includes three
company direct numbers: a toll-free, alocal,
and a fax number. In addition, you geta
direct-dial number for each employee.

You can tap each number, and the Company
ID, to manage it.

Cancel Company Num...

Company Caller ID ACME

Company Numbers

Toll-Free Number (866) 555-1212 >
Local Number (650) 555-1212 >

Fax Number (650) 555-0110 (>
Direct Extension Numbers

Gary W - Ext. ... (650) 555-0106 >

RingCentral



RingCentral Office@Hand from AT&T | Mobile App Administrator Guide | Using and Managing the RingCentral Office@Hand from AT&T Mobile App

Click Company Caller ID and edit the
name there (up to 15 characters). Thisis
the company name you provided when
you created your account. It will be added
to the local phone number you use to
make calls. (From toll-free numbers, only
that toll-free number be displayed as the
Caller ID.) Changes to this Caller ID can
take a week or more to take full effect.

View the Company Toll-Free Number;
you cannot alter this number

View the Company Local Number; you
can delete this number if you wish.

View the Company Fax Number; faxes
are delivered by default to the extension
you've listed as the operator; you can
change this to another extension; or
delete the number.

Direct Extension Numbers

Adirect extensionis a full 10-digit phone
number that can be called to reach a user
directly. (Other company extensions are
reached by calling the company number and
entering the extension at the prompt.) You can
edit the following information for the direct
extensions assigned to you and to your users:

Whether this number accepts both voice
and fax (the default), voice only, or fax only.

Whether calls to this number connect to
an extension (user or department) or to
the Auto-Receptionist.

Which extension is assigned to this number.
You can also delete this number.

To add one or more numbers, tap Add
Number at the bottom of this screen, and
follow the screens to choose a Local, a
Toll-Free, or a Vanity (custom) number.
Additional charges for extra numbers will be

provided on the Order Confirmation screen.

Once you have obtained extra numbers, you
canreturn to this Company Number screen
and edit each number’s type (voice, fax, or
both) and its assigned extension/user.

Cancel Direct Extensio...

Number (650) 555-0106

Number Type Voice and Fax (2

Calls to this number will be connected to:

Auto-Receptionist

Extension v

Select extension:

Billing Ext. 3
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Use an Existing Number (Porting
and Forwarding)

You can transfer (port) eligible existing
phone numbers from your current provider
to your Office@Hand service, and you can
forward calls to an existing number to your
Office@Hand number.

To Transfer an Existing Number

To transfer a number of set of numbers to
your RingCentral account, log into your
account onthe Web, at https://service-
officeathand.att.com/service-site/login/
enter.htmland go to Settings > Phone
System > Company Nmbers and INfo</
b>and click on the Use My Existing Number
button at the bottom of the center column,
and follow the instructions

To Forward your Calls

Forward calls to an existing number to your
new Office@Hand number. From Settings
>Phone System > Company Numbers and
Info scroll to the bottom and tap the Use My
Existing Number button. Tap the Forward
my calls to Office@Hand. Fill in the existing
number you wish to transfer, and follow the
detailed instructions.

< Back Use My Existing Nu...

What would you like to do?

Transfer my number to Office@Hand

Select this option if you have a non-RingCentral
Office@Hand from AT&T phone number that you would
like to transfer to RingCentral Office@Hand from AT&T.

Forward my calls to Office@Hand

If you have a phone number with another provider that
you would like to keep with your current provider, but
would like for it to be forwarded automatically to your
RingCentral Office@Hand from AT&T phone account,
select this option.
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Auto-ReceptionistSettings

TheAuto-Receptionist settings determine
how incoming calls are handled for your
company.

Go to Settings > Phone System >
Auto-Receptionist.

< Back Auto-Receptionist

Company Hours 24 hours >
Greeting & Company Calls >
Operator Extension Ext. 101 >
Dial-by-Name Directory Oon >
Call Recording Oon >
Regional Settings >

Company Business Hours

Onthe Auto-Receptionist screen, tap
Company Hours.

Check 24 hours to have incoming calls handled
the same way all the time, including weekends.

Check Specify Hours to have separate call
handling for Business hours and for After
Hours. On the week display choose business
hours for each day, or Closed.

Also choose your Time Zone.

Tap Save when done.

How to Handle Company

Incoming Calls : Greetings

& Company Calls

Tap Greeting & Company Calls. Here you
decide how to greet callers and route incoming
company calls during your company’s business

hours and after hours, as well as setting up
advanced call-handling rules.

1. From the Phone System screen, click
Auto-Receptionist.

2. Tap Greeting & Company Calls

3. Selectthe Company Hours tab
(if available).

. Select Play company greeting if you'd

like callers to hear a default or custom
greeting. You can then select to play
the default greeting, or create a custom
greeting on the next screen. (See
instructions below.)

. Or select Connect directly to extension

to bypass the Auto-Receptionist and
connect calls directly to a specific
extension,

. Under If caller enters no action, you can

select Connect to operator (extension
0). Or select Disconnect to automatically
disconnect callers after the greeting is
played three times with no action by

the caller.

. Select the After Hours tab to set call

handling for after hours. (If you have
Business Hours set to 24 hour you will get
apop-up message when you select the
After Hours tab offering to let you change
your business hours.)

. Tap Save when done.
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Company Greeting

The Auto-Receptionist greets callers

with a recorded message when they call
your company. YourAuto-Receptionistis
initially set to play a default greeting with
your company name using text-to-speech
technology (you canreview the script

of this default greeting from the Call
Handling screen).

Follow these instructions to create a custom
company greeting, using your phone or
uploading a prerecorded greeting file from
your computer.

Recording your Company Greeting
over the Phone

Follow these steps to record a new company
greeting through your telephone.

1. From the Phone System screen, select
Auto-Receptionist.

2. Select Greeting & Company Calls

3. Selectthe Company Hours or After
Hours tab.

4. Tap Greeting.
5. Select Default or select Custom.

6. If you selected Custom, click the
Record button.

7. In Call me at, select Forwarding Number
and choose one from the dropdown.

8. Orselect Custom number, tap the field,
then type in a phone number.

9. Office@Hand will call you and prompt you
torecord your greeting.

10.Repeat this process for the After
Hours tab.

11. Tap Done.

The Company Operator Extension

Choose an extension to receive calls
intended for the operator (extension O).
When callers press O or don’t enter an
extension number, the system will connect
the call to the designated employee.

1. Fromthe Settings screen tap Phone
System, then Auto-Receptionist.

2. Tap Operator Extension.

3. Choose aname/extension of the user who
will receive operator calls.

4. Tap Save.

Company Dial-by-Name Directory

The Dial-by-Name Directory allows callers
to find user and department extensions
by spelling out the name on their phone
keypads. Follow these steps.

1. From the Settings screen tap Phone
System, then Auto-Receptionist.

2. Tap Dial-by-Name Directory.

3. Tap Dial-by-Name Directory to On.

4. Selectasthe Directory Extension a number
thatis notalready in use as an extension.
This will become the number callers will tap
to get to the dial-by-name directory.

5. Tap Extensionsin Directory.

6. Deselect any extensions to be excluded
from your company’s Dial-by-Name
Directory. This list includes both user
extensions and department extensions.

7. Selectto search by First Name or by
Last Name.

8. Tap Done.

When Dial-by-Name Directory is On, callers will
hear arecording that, in addition to telling them
todial an extension, also suggests they can

dial the Directory Extension number in order
tolocate a user by name. When callers tap the
Directly Extension, they are instructed to use
their phone keypad to spell out the first three
letters of the first name, or of the last name, of
the person or department they wish to call. The
system will connect them, or offer additional
optionsif thereis more than one choice.
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Company Call Recording

Set Call Recording to On to enable all your
userstorecord calls on demand by pressing
*9 while on a call. Users can find their
recorded calls in their Messages Inbox.

Certain state and federal call recording laws
apply to the use of this call recording feature by
you and all users associated with your account.
In some states, you and each user associated
with your accountis required to obtain consent
from all parties to record a phone call. By using
the RingCentral call recording feature, you

and each user associated with your account
arerequired and must agree to maintain
compliance with all applicable state and federal
laws and regulations.

On behalf of your organization, you agree to
notify all users associated with your account
of their obligation to comply with all applicable
state and federal laws and regulations.

You and each user associated with your
account understand and agree that each

of you are solely liable for compliance of

such laws and regulations, and under no
circumstances shall RingCentral or AT&T be
responsible or held liable for such compliance.

Office@Hand provides default announcements
to play before and after the call. Review, and
create your own custom announcements if you
wish; custom messages must comply with laws
andregulations as noted above.

Manage Department Settings

The nextitem on the Company Phone
System screen is Departments.

Add departments, edit your department
settings, add department greetings,
department call-handling rules, and
notifications of voicemails, faxes, and
missed calls to the departments.

To access department settings, from
Settings > Phone System, tap the
Departments square.

This screen that appearsis called
Departments. The leftmosticon stands for

Departments and lists the departments you've
setup. Tap the plus sign to add a department

by filling out the form that displays.

Tap a particular Department (in the screen
shot here, the Test Department) to editits
current settings.

From this screen for a particular Department
you can edit the Department Info, the
Department Greeting, Call Handling, and
Messages & Notifications. We'll look at each
inturn.

< Back Phone System < Back Departments < Back Test Dept

1 Department 1OV

Departments &
Company Numbers and Info & TestDept = Department Info
“ (650) 264-7459 — e B ses Test Dept Ext.10
0 Unavailable .
(205) 216-3035
@ Messages-Only Extension +
Auto-Receptionist .
“ When this extension is dialed callers will be transferred ‘ Greeting

directly to voicemail

Announcements-Only Extension

will play

0 Others When this
- ®
09,
sse &

LlE Phones

::( Call Handling

’A" Messages & Notifications
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Tap Department Info to manage basic
settings: department extension number,
name (and its pronunciation), the email
address of the department manager, the
department members and their availability,
the department address, and the department
hours. Tap a setting to edit.

Cancel Department Info Savi

= Extension 10

Department Info

Direct Numbers

Extension Number 10
Extension Name Test Dept
Record Department Name >
Contact Phone

Email dieter.rencken@ringcentral.co
Department Members 1T >

Members Availability 1 available >

Address >

Department Info: Scroll down to see
the lower half.

You can also delete this department
extension from this screen. Resend
Welcome Email appears in this screen until
the person you assigned as Department
Manager confirms by clicking their welcome
email and creates their department manager
account - you can click this button if the
assigned person did not receive their email.

Tap Save or Cancel when finished.

Add or Remove Department Members

Onthe Department Info screen, tap
Department Members. Tap employee names
to add them to the department members list,
or tap to clear and remove them. When
you're finished, tap Back.

< Back Department Me...

Select department members:

Gary W Ext. 103 v
Jane D Ext. 102 ¢
John S Ext. 101 ¥
John X Ext. 107
Mac M Ext. 108

Viewing Department Members
Availability.

< Back Members Avail...

Ext.103 - Gary W Unavailable

Ext.102 - Jane D Available

Ext.101 - John S Unavailable

Ext.105 - Mary G. Unavailable

Ext.106 - Peter P. Unavailable

Ext.104 - Tom B. Unavailable
Refresh

In the Department Extensions middle panel
(Settings > Phone System > Departments
> Extensions), click the Dept tabicon. Note
that for each department thereis a count
of Available and of Unavailable members/
extensions. For example, Billing shows 7
Available/5 Unavailable and Sales shows 1
Available/4 Unavailable.

Available members can take phone calls.
Unavailable members are on the phone,
or are outside their set business hours.

Clickon the Department > Department
Info > Members Availability to see a list
of the department members marked as
Available or Unavailable.
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Department Member Availability
and Wait Time Settings.

Cancel Members Avail...

Time to wait for m...

Maximum time to wait for a department member
before trying the next member

Post-call wrap-up...

Minimum post-call wrap up time before agent's
status is automatically set available

Maximum hold time

Maximum hold time to wait for an available
department member

Max. callers waiting

Go to Settings > Phone System >
Departments, select a Department, and
tap Call Handling.

Scrolldown and tap Member availability
and wait times.

Options on this menu determine how
inbound calls to the department are
handled, depending on the availability of the
department members, and how long it takes
to connect to a given member.

Options are:

Maximum time to wait for a department
member to answer a call before trying the
next memberin the department rotation
order, in minutes.

Minimum post-call wrap-up time before
agent’s status is automatically set to
available, in seconds. You can give the
department member some time to
handle the results of the call, such as
making notes.

Maximum hold time to wait for an
available department member, in
minutes, before transferring the on-hold
call to the next member.

If the number of callers waiting exceeds
(number), you can either send the

next callers directly to voicemail, or
disconnect after telling new callers of the
heavy call volume.

Advanced Call Handling for
Departments: Adding Rules

Advanced Call Handling lets you create
specific additional rules for that department
extension based on date and/or time of call,
or Caller ID, or the number called. These rules
override your regular call-handling rules for
that extension. These rules can be useful for
special situations such as promotions and
events: Customers can call a contest number
and get a special message or leave a message,
forexample; and the rule can be modified or
turned off when the contest finishes.

To create a Rule for a specific Department,
go to Settings > Phone System, tap
Department, then tap a specific department.

Tap Call Handling, then tap the Advanced tab.

Cancel Call Handling
Bus. Hours = After Hours

Multi-condition advanced call handling rules offer
powerful call management capabilities using
conditions based on time of day, date range,
incoming caller ID and called number. Please
carefully test the call flows based on the rules set
to ensure that the calls are being handled as
expected

Add Rule

Tap Add Rule.
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On this Custom Rule screen, give your Rule a
Name, then select the conditions: Date and/
or Time the call comes in; the Caller ID of the
caller; and/or the Called Number. You can
combine these selections.

< Back Custom Rule Next >

Name Rule Holiday Promo

Enter a descriptive name for your rule and select
a condition you want the rule to be based on.

Base custom rule on the following
condition:

Date and/or Time v
Caller ID

Called Number

Tap Next.

If you selected Date and/or Time as

your Rule condition, now select a Weekly
Schedule, with specific times for each day
if you wish. Or select a Specific Date Range.
Then tap Back, view your Conditions
Summary, then tap Next.

If you selected Caller ID for this rule, you can
enter one or more phone numbers, or choose
names from your Contact List, or enter area
codes or other partial numbers. Tap Next.

If you selected Called Number, choose the

number(s) to which the Rule will be applied.
The choices will be the Main Number, or the
department Auto-Receptionist.

Tap Next and choose when to apply the
Rule: during Business Hours, After Hours,
or Always.

< Back Holiday Promo Next >

Select when the rule should be active:

Weekly schedule Date Range

Monday 9:00 AM to 6:00 PM (>
Tuesday 9:00 AM to 6:00 PM (>
Wednesday  9:00 AM to 6:00 PM (>
Thursday 9:00 AM to 6:00 PM (>

Friday 9:00 AM to 6:00 PM (>

Saturday 9:00 AM to 6:00 PM (>

Tap Next.

Select the action to take when incoming calls
match thisrule:

Forward Calls: Then set custom Call
Screening, Call Forwarding, or Messages
handling for these calls.

Take Messages Only to send callers

to voicemail. You can choose to take
messages or not, and can customize the
voicemail greeting.

Play Announcement Only and then end
the call.

Unconditional Forwarding, which
immediately forwards the call to a number
you then select, bypassing any other

call handling, including greetings, call
screening, voicemail, and Softphone.

You can also set Department Greetings
and Call Handling for this Rule, and under
Messages choose a voicemail greeting

and select the extension that will receive
messages generated by use of this Rule. As
you can seeg, there are rich programmatic
possibilities with this Advance Rule feature.

Tap Done.

You can go back to edit the Rule, turn the rule
on and off, change details and conditions,
add more Rules, or delete a Rule.
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Department Business Hours

Your department’s business hours determine
when calls will be routed to department
members and when after-hours rules will apply.

Onthe Department Info screen, tap
Department Hours to access your current
settings. Select 24 hours for departments that
handle allincoming calls the same at all times.
Tap Specify hours to set the specific days
and times the department will be available to
take calls. When you're finished, tap Save.

Department Greeting

Tap Greetingto edit the greeting customers
hear when they call the department number.

To edit the greeting heard during business
hours tap the Department Hours tab; or
tap Greeting, then the After Hours tab to
edit the greeting callers will hear when your
departmentis closed.

Ineach case, turn Department Greeting

on or off. When On, callers will hear the
department greeting before they connect
with a department member. When Off, callers
will just connect directly to the department
member according to the call-handling rules
you've set up.

NOTE: If you choose unconditional forwarding
for after-hours calls, or send after-hours
department callers directly to voicemail, your
after-hours department greeting will not be
playedevenifitissetto On.

NOTE: (If you have not specified Department
Hours but have set this Department’s to “24
hours”, then there will be only one Greeting,
which will play at all times.)

To edit the department greeting, tap
Set Greeting.

Review the text of the default greeting.
Tap Play to hear it.

< Back Test Dept

- Department Info
[T Test Dept Ext.10

‘ Greeting

Call Handlin
1S 9

Cancel Greeting
Department Hours After Hours

Department Greeting

Department Greeting On @

Set Greeting Default >

When ON, callers will hear a department greeting before
connecting to a department member

Example: "Thank you for calling sales. Please wait while
we connect you to the next available agent.”

Blocked Numbers >

Torecord acustom department greeting:

1. Tap Custom and then tap Record.

2. Provide a phone number for the system to
call, or have it call your forwarding number
(select one under the Forwarding
Number dropdown).

3. Tap Call Now.

4. Office@Hand will call you and prompt you
torecordyour greeting.

Department Call Handling

Department call handling includes deciding
the order in which calls are transferring

to departmentmembers;the music that

is played while connecting the call; and
department member availability and wait
times. To access and edit these settings, tap
Settings > Phone System > Departments
and select a department.

Tap Call Handling.
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Department Call Handling during
Business Hours

To manage the order in which calls are
answered by department members, tap Dep.
Hours at the top of the Call Handling screen.

Tap Rotating to set calls to rotate among
available department members.

Tap Simultaneously to set calls to ring all
available department extensions at the
same time.

TapIn fixed order, then tap Specify fixed
order and decide the order by taping the
up and down arrows to move department
member names up and down the list.

Tap Back.

Tap Audio While Connectingto On to
select the music that will keep department
callers entertained while connecting, You
can choose from among more than a
dozen types of music. Tap the type of music
youwant, then tap Save.

Department Call Handling After Hours

Now tap After Hours tab at the top of the Call
Handling screen. Choose from the following
settings for how to handle calls during your
defined after-hours times, when no oneis
available to take calls:

Play a greeting and disconnect
Send callers to department voicemail

Unconditional call forwarding

If you select Unconditional call forwarding,
you will be prompted to enter a phone
number. Unconditional call forwarding will
forward all calls to the number you specify
and override all after- hours settings, such
as voicemail and greetings.

NOTE: The after-hours setting

becomes available only after you change
department business hours from the
default 24 hours setting.

Cancel call Handling
After Hours Advanced

Select order in which calls will be transferred to
department members:

Rotating v
Simultaneous
In fixed order

Audio while connecting:
Audio while connecting On | e

Set Audio Acoustic >

What callers hear while waiting for their call to be
answered in a department

Interrupt audio periodically and play a message

Interrupt Audio

Department Messages/Voicemail
Greetings
This setting is for the department voicemail

greeting, which callers hear when they are
sent to voicemail.

Tap Messages and Notifications.
Tap Department Hours or After Hours.
Tap Voicemail Greetings.

Choose a default greeting, orrecord a
custom greeting.

To view the script of the default voicemail
greeting, tap Voicemail Greeting, then tap
Default. To hear the greeting, tap Play. If you
want to keep the default voicemail greeting,
tap Save.

Torecord a custom department voicemail
greeting:

1. Tap Custom and then tap Record.

2. Provide a phone number for the system to
call, or have it call your forwarding number
(select one under the Forwarding
Number dropdown).

3. Tap Call Now.

4. Office@Hand will call you and prompt you
torecord your greeting.
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You can designate a department member
to receive voicemail messages. By default,
Office@Hand saves voicemail messages to
adepartment voicemail box.

To designate a specific employee as the
message recipient, tap Message Recipient
and then tap the name of the employee.
When you're finished, tap Save.

NOTE: If you designate a department
member as message recipient, department
messages willno longer be saved to the
department voicemail box.

Back at the Messages and Notifications
screen, tap Notifications toreceive alerts
when department voicemail or faxes are
received, or there are missed calls to this
department number; have such notificationis
sent to a specific email address, and/or as
text messages to a specific phone number.

Cancel Voicemail Gree...

Default

Custom

( & Record

Cancel Messages & Notific...

Department Hours

Take messages

Voicemail Greeting

Message Recipient

Notifications

After Hours

Default >

Ext. 10 >

Cancel Voicemail Gree...

Default

Custom

The default message is:

"All of our agents are busy helping other
customers. At the tone, please record
your message. When you've finished
recording, you may hang up or press the
pound key for more options."

v

Create aDepartments
Announcement-Only Extension

You can create an announcement-only
extension that plays arecorded message
giving commonly requested information,
such as hours of operation or directions to
your business.

To create an announcement-only
extension:

1.
2.

Onthe Settings screen, tap Departments.

Scroll down the Departments screen and
tap the + next to Announcements Only
Extension.

3. Enter anextension number and name.

You can enter an email address of a user
who canloginto this extension to update
the announcement.

When you're finished, tap Save.
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Next, create the message for your new

. < Back Departments
announcement-only extension. Scroll down
to the Messages-Only extension you just Departments &

created andtapit. Tap Announcements. -
asa TestDept

Review the text of the default announcement: 1 Available BRI S
" . . 0 Unavailable .
No one is available to take your call. Thank

you for calling. Goodbye.” To hear the (209) 216-3035
announcement, tap Play. If you want to use Messages-Only Extension P
the defaultannouncement, tap Save. ) o )

When this extension is dialed callers will be transferred

directly to voicemail
Torecord a custom announcement:
Announcements-Only Extension +

1. Tap Custom and then tap Record.

When this extension is dialed announcement will play

2. Provide a phone number for the system to
call, or have it call your forwarding number

(select one under the Forwarding Number
dropdown) < Back Sales Announc...

3. Tap Call Now.

4. Office@Hand will call you and prompt you

to record your greeting. E Extension Info
Sales Announcements ...

k_%) Announcement
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Create aDepartment Messages-Only
Extension

You can create an extension that only takes
messages. It plays a greeting and transfers

callers directly to voicemail—-making it easy for
callers who want to simply leave a message.

First, create a messages-only extension, then
set up the greeting.

To create a Messages-Only Extension:

1. Fromthe Settings screen, tap
Departments.

2. Totheright of Messages Only Extension,
tap the +.

3. Enter number and name for the extension.

4. Enter the email address of a user who will
be notified of messages received by this
extension. (This user will receive an email
instruction to create their password for
this purpose.)

5. Whenyou're finished, tap Save.

Next, create the greeting for your new
messages-only extension. Under Messages
Only Extension, tap the extension name
you've just created, then tap Messages &
Notifications. Tap Greeting to review the
text of the default greeting. To listen to the
message, tap Play. If you want to use the
default announcement, tap Save.

Torecord a custom greeting:

1. Tap Custom and then tap Record.

2. Provide a phone number for the system to
call, or have it call your forwarding number
(select one under the Forwarding
Number dropdown below).

3. Tap Call Now.

4. Office@Hand will call you and prompt you
torecord your greeting.

You can also choose to have messages leftin
the extension mailbox or later pickup, or have
them delivered to a designated employee. To
select a message recipient, tap Messages &
Notificatins, then Message Recipient and,
select an employee extension. Tap Save.

Additionally, you can Notifications to have
email or text messages sent to a designated
email address or phone number when
messages come in to this number, whether
voicemail, text message, or fax message..

< Back Departments

Departments &

= Test Dept

1 Available

0 Unavailable Ext. 10 >
(205) 216-3035

Messages-Only Extension e

When this extension is dialed callers will be transferred
directly to voicemail

Announcements-Only Extension o

When this extension is dialed announcement will play

< Back Messages and ...

Greeting Default (>
Message Recipient Ext. 4 (2
Notifications >
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Add a Department

To add a new Department:

1. Goto Settings > Phone System >
Departments and tap the + to the right of
the word Departments.

2. Fillin the form: Give the new department
an Extension Number, enter the name
of the department in Extension Name,
and add the email of person you wish to
designate as manager of this department.
This person will receive a welcoming
email with instructions for creating their
Department Manager account. The
Department Manager will receive inbound
Department faxes, emails, voicemails, and
notifications, and can make changes to
this Department Info screen.

3. Check off those you wish to add as
Department Members.

4. Click Save.

5. Backat the Departments listing, you
can make additional edits to the new
Department by clicking the name of
the department you just created, then
tapping Department Info, and adding
information to the form. You can also re-
send the Welcome Email message to your
assigned Department Manager if needed.

6. To add adedicated local or toll-free

number for the department, click the
tab Direct Numbers at the top of the
Department Info screen, then click

Add Direct Number and choose a
number. If adding the number requires
additional charges, you will get an Order
Confirmation screen to review. Click
Confirm.

7. Click Save.

8. Backatthe department’s main page,

you can add department Greetings,
department Call Handling, and
department Messages and Notifications,
following the process described above in
Manage Department Settings

| —
.= Extension 14
Extension Number 14
Extension Name

Manager Email

Select department members

5.14 UAT User Ext. 122
Alex B Ext. 104
Anton Surma Ext. 109
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Manage User Settings

You can edit any of the settings for your users, and for yourselfas a
user. Your users can also edit most of their own settings. You can also « Company Numbers and Info
add new user extensions when employees join your company. (650) 264-7459

NOTE: To manage user settings for yourself, tap Settings >
My Extension Settings instead of Phone System in the steps below.

9

. . . . . Auto-Receptionist
To edit existing extension settings, from the Settings screen, tap [ V]
Phone System > Users.
From this Users menu: e ol 19 Users
Edit an existing user/extension by tapping a specific User. Edit their - o®o
user info, call screening, call handling, and other settings from ooa - ah

this screen., then tap User Info. Tap the appropriate rows to make
changes to the extension number, first and last name, and email
address. You can also delete a User or Extension at the bottom of < Back Users Permissi...

this User Info screen.. -
= AlexB
. . Ext. 104 >
Toaddanew user/extension, at the User menu tap the plus sign. Then (650) 305-7188
enter or accept the new user’s extension number, enter firstand last name
. . . . °
andemail address of the user. Tap Add Direct Number to get a direct-dial = G Eios 3
number for the user, rather than going through an extension. (650) 399-6905
NOTE: New users will receive an Office@Hand welcome email 2 lanSmith s s
o . . . Xt.
containing account setup instructions. (650) 249-2449
: Jane Walker
Ext. 117 >
(650) 999-2371
: JohnJ
Ext.101 >
(650) 539-5172
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User Phones and Numbers

Toreview and add direct numbers and
phones for a user, tap Settings > Phone
System > Users and select a User, then tap
User Info. Tap Phones and Numbers.

Here you will find listed the user’s direct
numbers, if any. You can tap Add Direct
Number, then select a Local Number in an
area code of your choice, then tap Next and
confirm any additional charges.

Tapping the button Add Phone will produce a
popup message that adding, reassigning,
and removing desktop IP phones must be
done through your Office@Hand account on
the Web.

: Extension 101 - Account Owner

User Info Phones & Numbers

Conference Number: (775) 360-1502
Host Code: 862253
Participants Code: 378510

Direct Numbers:
(650) 539-5172
Add Direct Number

Phones:

https://service-
officeathand.att.com

Please access your account on the
web to perform phone related
activities such as adding,

reassigning, and removing phones.

User Presence

Presence s a feature by which you can see

if another user is on the phone. Presence-
enabled Office@Hand desktop IP phones use
lights to indicate which extensions are in use or
on hold, with the user’s permission.

Administrators can use their Smartphone App
to set permission to share a user’s presence
status with colleagues by going to Settings >
Phone System > Users, selecting a user, then
User Info, tapping the Phones & Numbers
tab, then tapping Presence. You can set

your own Presence by selecting your name/
extension as well.

Tap Appearance.

If the user has no Presence-enabled phones,
you will see the message Currently none of the
phones on your extension can show presence.
Phones with the capability can be purchased
from RingCentral by clicking Add Phone. As

an Administrator, you can add Presence-
enabled phones.
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If the user does have a Presence-enabled desktop IP phone, its
Presence lights will be listed as shown on the right. The first two lights
(LineTand Line 2) are dedicated to that user and cannot be changed.
Tap on the other lights to choose colleagues whose presence you
wish the user to monitor, from among those who have granted
permission to show their presence status.

You can also select, on behalf of this user, the checkbox Ring my phone
when any user | am monitoring rings and/or Enable me to pick up a
monitored line on hold.

When you add extensions for this user to monitor with Presence, you
can also check “Ring my phone when any user | am monitoring rings” so
the user willknow when the other user’s phone is ringing; and/or check
“Enable me to pick up a monitored line on hold” so this user can act as
backup to the other user. Now tap Permissions.

Tap Share my presence. When On, this allows other users to see this
user’s presence status - whether the useris on the line. Note that
Presence detects calls to numbers/extensions. No matter which
actual device the call is sent to, the system detects that the number/
extensionisringing, active, or on hold. You can also select other users
who can pick up this user’s phone calls. A user can thus answer a busy
manager’s calls, or a call to a user who is in a meeting or out at lunch.

Cancel Presence Save

v Ring my phone when any user | am monitoring rings

v Enable me to pick up a monitored line on hold

Select users to display on your phones:

Line 1 Alex B, EXT. 104
Line2 Alex B, EXT. 104
Line3 lan Smith, EXT. 113 >
Cancel Presence Save
Share my presence On @

Allow other users to see my presence

Users permitted to pick up my calls:

Gary W Ext. 103 ¥
Jane D Ext. 102 ¥
John X Ext. 107

Mac M Ext. 108 ¥
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User Call Screening, Greetings, On-Hold Music

You can manage a user/extension’s call-screening rules, and update
the user’s extension greeting and adjust on-hold music.

Go to Settings > Phone System > Users and select a user. Tap
Screening, Greetings & Hold Music.

If the user has specific User Hours (rather than “24 hours”) you can
save the following settings separately for User Hours and for After
Hours.

1. Turn on User Set Greeting and tap Greeting to select the Default
greeting or create a Custom greeting.

2. Turn on Call screening during business hours and choose to
ask callers to say their name before connecting if Caller ID is not
present, if the callerisnotin the user’s Contact list, or Always.

3. Turnon Audio While Connecting, and select the style of music to
be played to the caller.

4. Turn on On-Hold Music and select the style of music to be played to
the caller.

5. Tap Blocked Numbers and decide whether to block callers with
no Caller ID, and whether to block specific phone numbers or area
codes. You can also block calls coming from pay phones. Select the
automated message such callers will hear.

6. Tap Save.

Repeat this process with the After Hours tab. NOTE: If Call Handling
for After Hours is set to send callers directly to voicemail, or to play
an announcement and then hang up, there will be no options for Call
Screening for After Hours.

Cancel Blocked Numbers Save

Block calls

All calls

Specific calls v

Blocks call from specific numbers or area
codes

Specific numbers o 2

Callers will hear This number is ... >

Blocks calls and faxes with no caller ID

Calls off e
Faxes off @

Calls from Pay Phones

Block calls from Pay Ph... On e

Callers will hear  This number c... >
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Torecord acustom greeting for the above
settings:
1. Tap Custom and then tap Record.

2. Provide a phone number for the system to
call, or have it call your forwarding number
(select one under the Forwarding
Number dropdown).

3. Tap Call Now.

4. Office@Hand will call you and prompt you
to record your greeting.

Cancel Screening, Greeting ... Save

User greeting:
User greeting On e
Set Greeting Default >

Example: "Thank you for calling John. Please wait while
we connect you."

Call screening:

Call screening On ®

User Call Handling & Forwarding

Toreview, set, or edit a user’s call-handling
rules, go to Settings > Phone System >
Users and tap a specific user. Then tap Call
Handling & Forwarding.

Onthis screen you canreview User Hours and
After Hours settings.

User Hours Call Handling

Choose from among the many options for

determining which phones will ring, in what
order, when calls come in during this user’s
business hours.

Your Office@Hand extensions are listed
first. Tap On for the ones you want toring
during business hours.

Tap Ring my existing phone numbers

to add non-Office@Hand numbers you
may have, such as your home phone. Tap
Forward calls to other user’s phone if
desired. Turn individual phones on or off
as desired.

Tap Change Ring Order to decide in which
order phones will ring when using Ring
Sequentially. Tap Back when done.

Tap Edit Ring Groups to check phones
you want to be treated as a group. For
example, if you use Ring Sequentially, then
your Ring Order can include groups of
numbers that will ring as a group (thatis,
simultaneously whenitis their turn). Click
Back when done.

Tap Number of Rings to set how many
times a given phone will ring before the
callis forwarded to the next number, or
sent to voicemail.

Tap Sequentially or Simultaneously—
check whether you want the phones to
ring all at once or one after the other in the
order givenin Ring Order.

Tap Softphones & Smartphones to have
your Softphone call controller, if you

have downloaded and installed it on your
desktop computer, display incoming calls
as soon as they comein. This can give
you the opportunity to pick up the call on
your Softphone if you wish, or send it to
voicemail, or otherwise manage the call
before other call-handling rules begin.
You can select the number of rings to wait
before forwarding begins. You can also
have the Admin’s Softphone notified of
incoming calls to this user/extension.
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After-Hours Call Handling

Tap After Hours in user Call Handling,
then select:

Send callers to voicemail—you will be able
to create a custom voicemail message.

Play announcement and disconnect
—you will be able to create a custom
announcement.

Forward Calls to a specified number.

Unconditional Forwarding, which sends
calls directly to a specified number
without applying any call-handling or
call-screening rules.

Advanced Call Handling Rules

You can add multi-conditional advance call-
handling rules to user extensions, bringing
powerful call-management capabilities using
conditions based on time of day, date range,
Caller ID, and/or called number.

For step-by-step instructions for adding
a Rule for a User extension, see the
discussion in Advanced Call Handling for
Departments: Adding Rules

Incoming Call Information

At the bottom of the User Call Handling
screen, tap Incoming Call Information to set
how inbound calls will be displayed to you on
your device—helpful for distinguishing
business calls from personal calls.

Incoming number displayed to me—
Typically you will see the Caller ID of an
incoming call. You can tap Caller’s Phone
Number Options, just below, where you
can choose, for callers whose Caller ID is
blocked or unknown, to have displayed the
number being called.

You can also have a numeric prefix

or suffix added to the Caller ID being
displayed, which can be useful for
immediately identifying calls from your
Office@Hand system, to distinguish them
fromincoming personal calls.

Alternately, you can have the number
being called displayed instead of

the Caller ID. Again, this is useful for
recognizing business calls.

Play announcement before connecting.
When you receive a call from the Office@
Hand system, you hear your name or your
department, depending on the number
or extension called: “Mary, you have a call,”
forexample, or “Sales, you have a call.” You
canset this feature so that you always get
such anannouncement, never get such
anannouncement, or only getsuchan
announcement when the calliscomingin
toanon-RingCentral device - such as when
calls are forwarded to your home phone.

Require my password to answer, when On,
protects your business calls when on the
road or at home by requiring your Office@
Hand login password for any calls coming
through Office@Hand, even calls forwarded
to your home phone, for example.

Cancel Call Handling & For...

Ring my existing phone numbers
Forward calls to other user's phone

Number Of Rings

Phones will ring

Sequentially # B a Vv
Simultaneously ﬂ ol a

Softphones & Smartphones

Cancel Incoming Call Infor...

Incoming number displayed to me:

Caller ID v
Called Number
Caller's Phone Number Options >

Display this call information on

Non-Office@Hand phones only v

All Phones
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Call Flip

Office@Hand Call Flip lets you transfer live conversations from one
device to another quickly and easily. For example you can flip a call you
are on from your smartphone to your home phone once you've finished
your commute. Simply dial two numbers and Flip.

To manage the Flip numbers of any user, go to the Phone System page
(Settings > Phone System), click on Users and then a particular User.
Then click Call Handling. Towards the bottom of Call Handling, click
the Call Flip bar.

You will then see a list of numbers/devices assigned to that user
(including desktop IP phones, cell phones, and Softphone), with a Flip
number beside each. The arrows let you move a device up or down to
change its assigned number.

To add numbers to a Call Flip list

Onthe user’s Call Handling page use Ring my existing phone
numbers, and turn on the devices you want to use, and type in
additional phone numbers and tap them On. Check the box next to
each device you want to appear on the Call Flip list. Now click Save.

Back at the Call Handling screen, tap Call Flip, where you will see the
phones you selected added to the Call Flip list; you can change the
order (and thus the assigned Flip numbers) to suit. (If you don't see the
numbers you added, go back to the previous step and remember to
Save before moving on to Call Flip.)

To use Call Flip

When you are on a phone call, press the asterisk key (*) and a number
corresponding to the device to which itis assigned, and the call is
transferred immediately to that device. For example, if you have the
number 2 assigned to your home phone, clicking *2 while you are on a call
willinstantly transfer the call to your home phone. Call Flip makes it easy
and convenient to flip calls from device to device as you move about.

Cancel Call Fllp

When you are on a call, press * and the Flip Number to
transfer the call to another phone number below :
Y | Unused press *1

A v clintT.. press *2
A A AlexB ... press *3
A v Unused press *4
AN v Unused press *5
A WA Unused press *6
A v Unused press *7
A A Unused press *8
A v Unused
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User Voicemail Messages N
Cancel Messages & Notific...
Messages lets you use a default or create a custom message to play

to callers when sending them to voicemail, or to say you're unavailable
and then disconnect the call.

. User H After H
In Phone System > Users > tap a specific user, then at the bottom of erronts

the user’s screen tap Messages & Notifications to edit that user’s
voicemail greeting for User business-hours and for After Hours. To Take Messages Oon @
accept voicemail from callers, turn on Take Messages.

. . . . . . . Voicemail Greeting Default >
To edit your voicemail greeting, tap Voicemail Greeting. You can
choose a default greeting or you can record a custom greeting. Message Recipient Ext 104 >
Review the text of the default greeting. Tap Play to listen to it. If you
want to keep the default voicemail greeting, tap Save. Or you can
record a custom voicemail greeting. Notifications >

Torecord a custom greeting:

1. Tap Custom and then tap Record.

2. Provide a phone number for the system to call, or have it call
your forwarding number (select one under the Forwarding
Number dropdown).

3. Tap Call Now.
4. Office@Hand will call you and prompt you to record your greeting.

Back at the Messages and Notifications screen, tap Message Recipient
to change who will receive such voicemail messages received during
business hours.

If you are unavailable and don't wish to take messages, you can, turn
off the Take Messages setting, then edit the Unavailable Greeting
message Callers will hear the greeting, but will not be offered the
opportunity to leave a message.
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Notifications

At the bottom of the Messages &
Notifications screen, tap Notifications.

Here the Admin or the User can be notified,
by email or text message (SMS), of various
events such as received voicemail, received
faxes, missed calls, and fax transmission
result messages.

At the bottom of this screenis atoggle to
switch between the Basic and Advanced
screens.

Onthe Basic screen, you have the choice of

sending notification by email and/or by SMS.

Cancel Notifications

Send me notification for:

Voicemail:
By Email On @
By SMS off @

Received Faxes:

By Email On e
By SMS off e
Missed Calls:

By Email off e
By SMS off e

Tap achoice to turn it On or Off. Scroll to the
bottom to enter the Email address to receive
notifications. This could be the user, or the
Admin, or a receptionist, for example.

Also at the bottom of the screen, tap Add
Phone Number and enter a phone number
toreceive the text messages; the phone
number can be that of the user, or the Admin,
or someone else; it need not be a RingCentral
number. Select the Carrier for that phone
number, to ensure that the text message is
correctly sent through that carrier’s texting
system. You can enter more than one phone
number to receive SMS notifications.

Cancel Notifications Save

Send me notification for:

Voicemail On e
Options >
Received Faxes On e
Options >
Missed Calls off e
Fax Transmission Results On e
Options >

Tap Save.

The emailand phone number selected
are now displayed at the bottom of the
Notifications page.

At the bottom of the Notifications screen,
tap Advanced. Now for each feature you
turn On for notification, you can then tap
Optionsto selectan email addressand a
phone number for each feature individually.
For email notifications, you can also include
any attachments, and also mark the email
message in your inbox as Received.

< Back Voicemail Notificati...

Send notification by

Email On e

Email Addre... alexander.borisov@ringcentral.c

SMS On @

Add Phone Number
Email Notification Options

Include Attachment On e

Mark message as read oncee... On @
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User Permissions — Making Users into
Administrators

Tap Settings > Phone System > Users and at
the top of the screen, on theright side of the
blue bar, tap Permissions.

Tap Administrator.

Onthelist of your users, tap the checkbox
next to users you wish to give Administrator
privileges.

NOTE: Such users now have full Administrator
access, except that they cannot delete the
account owner, nor change the billing address
and billing info settings. A warning message
reminds you of the significance of adding
someone as an administrator.

The Permissions menu also have a selection
for setting International Calling. Privileges
for users. See International Calling below
for details.

< Back

& AlexB

(650) 305-7188

: Anton Surma

(650) 399-6905

: lan Smith

(650) 249-2449

: Jane Walker

(650) 999-2371

: JohnJ

(650) 539-5172

Users

Permissi...

Ext. 104 >

Ext.109 >

Ext. 113 >

Ext. 117 >

Ext.101 >

Cancel

Gary W

Jane D

John S

John X

Mac M

Mary G.

Peter P.

Tom B.

Administrator

Ext.

Ext.

Ext.

Ext.

Ext.

Ext.

Ext.

Ext.

Save

.103 ¥
102
101 v
107
108
105
106

104

International Calling

¢ Back Permissions

Administrator

https://service-

officeathand.att.com

Are you sure you want to give
<Gary W> permission to change

your phone system?

A VT WE TS W——

Cancel
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Administrator Settings

In addition to your settings as a user, which are managed the same
as other Users as described earlier, there are special settings for

Administrators: Billing; My Extension Settings; and Application Settings.

Admins have access to the Billing menus, which include the plan,
the ability to change the current plan.

Only Administrators can set and change Company settings.

Administrators can create new Departments and edit existing
Department settings. Department Managers can edit settings for
their Departments.

Administrators can make another user into an Administrator.

Only Admins can purchase new desktop IP phones—and only from
the service web site.

Only Administrators can review, manage, and assign company
desktop phones.

Administrators can turn on Call Recording.

Administrators can enable and manage International Calling,
and authorize Auto-Purchase for International Calling charges.

Let usreview the Billing section.

< Back Settings

Administrator

' Phone System

LN
Billing

User

[ 2o

My Extension Settings
@ " i

O My Mobile App Settings
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Billing
Service Plan

Review your Office@Hand service plan and
costs. You can change your plan from this
menu, including changing the number of
Premium and Virtual users on your account.
You can also set up Auto Purchase for
international calling.

NOTE: A Premium user has access to all the
capabilities of your phone system, including
making both inbound and outbound VolP

< Back Billing

V —
= Service Plan

f@ International Calling

calls from desk phones and from the
Softphone. A Virtual user can receive
incoming calls on existing phones, and place

and receive VolIP calls from their smartphone.

Virtual users cannot use desk phones, or use
VolIP to make calls from the Softphone.

Click the Change Plan button to manage
your service plan, including the number of
your Premium Users and Virtual Users.

Auto-Purchase: Per-minute charges for
international calls (see next page) are not
billed to your account. Instead, they are

< Back Service Plan

RingCentral Offic...

Service Plan

Up to 6 users - $2...

Premium Users (Assigned 6 of 6)

Up to 3 users - $4...

Virtual Users (Assigned 3 of 3)

International Calli... $0.00

Included Numbers

Upto9 Free

Assigned 90of9

Additional Numbers

deducted from your prepaid Calling Credits
account. Auto-Purchase ensures you will
never run out of such Calling Credits. From
this menu you can select a Calling Credits
package of $20 or $100, which will be
automatically renewed when you run low,
thus preventing any interruption of service.

Purchased funds will roll over month to
month for up to 12 months. The price of
international calls will vary according to
the applicable international rate (see
International Calling).

Cancel Auto Purchase

Calling Credits Package

$20.00 v

$100.00

Auto Purchase ensures you will never run out of
calling credits for making international calls. The
selected package will be automatically purchased
when you run low on calling credits, thus
preventing any interruption of service. Purchased
funds will roll over month to month for up to

12 months. These credits are forfeited 365 days
from the date of this International Calling
Package Purchase. The price of international
calls will vary according to the applicable
international rate.
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International Calling

Calls your users make to countries outside
the United States incur charges. To manage
your costs, outbound International Calling
is disabled by default. Your users will not be
able to call out of the U.S. unless you enable
International Calling.

On the Billing page, click International
Calling, then click the Enable International
Calling button to display and enable a list of
all countries and their calling areas. You can
enable or disable specific calling areas. For
your convenience, you can Search for
specific areas, and display Enabled and
Disabled areas.

The per-minute costs for outbound calls are

shown for each calling area for each country.

(Callers from outside the U.S. can continue
toreach yourlocal (non-800) numbers
regardless of your selection.)

NOTE: Rates displayed in this menu are

AT&T World Connectrates. Rates are subject

to change.

International calls are paid using Calling
Credits (see Auto-Purchase, above).

NOTE: International roaming must be
enabled with your carrier for your cellular

network. Data roaming charges may apply for

such calls. For AT&T customers, see
http://www.att.com/global.

Setting International Calling
Permissions for Individual Users

Once you have enabled International Calling,
you can give or withhold permission to your
individual users to make international calls to
the countries you have activated. Tap
Settings > Phone System > Users and at the
top of the screen tap Permissions, then
International Calling.

All users are checked by default. Uncheck
users who will not have permission to make
international calls. Tap Save.

Permissions also lets you assign
Administrator rights to other users. See
User Permissions — Making Users into
Administrators for details.

< Back International C...

Disable International Calling

All Enabled Disabled
Q
Afghanistan
Mobile $3.08 ©On e
937
Regular $3.05 On @
93
Albania
Mobile $1.38 On e
Cancel International C... Save
Gary W Ext. 103 v
Jane D Ext. 102 ¥
John S Ext. 101
John X Ext. 107
Mac M Ext. 108 v
Mary G. Ext. 105
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My Extension Settings

Under the Settings menu, the My Extension
Settings menu is where you access all your
own settings. You will find here all the same
menus described in the instructions for user
settings, above, as applied to your own user/
extension settings.

Settingsinclude:

User Info

Screening, Greeting & Hold Music
CallHandling & Forwarding
Messages & Notifications
Outbound Caller ID

Outbound Fax Settings

< Back Settings

Administrator

' Phone System

.
Billing

User

o<

My Extension Settings
o " :

O My Mobile App Settings

These settings function the same for the
Admin as for Users, as described elsewhere
inthis document.

My Mobile App Settings

The Application Settings menuincludes a
number of specialty settings:

Voice-over-Internet Protocol (VolIP)
Caller ID

RingOut Mode

Tell a Friend

About Office@Hand

Hints & Tips

Logout

VolIP Calling

Turn VolIP Calling to On to allow Inbound
and outbound calls to use WiFi connections,
if present. Such calls will not use minutes
from your carrier planif a WiFi connection
isavailable.

Turn VolP Calling to Off to enable RingOut
calls (see below). With VolIP off, your
smartphone uses your carrier voice plan.

Turn Over 3G/4G to Onto allow calls to be

made over carrier 3G/4G if WiFiis not available.

Such calls use your carrier’s data plan.

<Back My Mobile App Settings

VolP Calling

OFF

Caller ID

(650) 264-7459

RingOut Mode

O O O O

Cloud Storage

Tell A Friend

About Office@Hand v

Logout
(650) 264-7459 x 101

< Back VolP Calllng
VolP Calls ON
@ Over Wi-Fi

Over 3G/4G or Wi-Fi
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CallerID

To setthe number you want people to see
when you place calls, tap Caller ID. Choose
from among your Office@Hand company
phone numbers.

Calls you make from your Office@Hand local
numbers will have the Company ID included
in the Caller ID displayed to the called party.

Select phone

(650) 264-7459

Main

(888) 493-1763

AdditionalCompany

(650) 490-4769

DedicatedFax

(650) 539-5172

Standalone

(650) 273-4469

Standalone

RingOut Mode

To make outbound calls, the Office@Hand
App uses your cellphone’s native calling
system through your cellphone carrier. Use
RingOut Mode to maintain your Office@Hand
presentation on such calls, including such
Office@Hand features as Caller ID and call
logging. You keep your personal cellphone
number private. RingOut calls use carrier voice
minutes rather than your carrier data plan.

RingOutlets you use your Office@Hand
business number from any phone you
choose, including your smartphone. To
configure, from Settings >My Mobile App
Settings, tap RingOut Mode.

Choose an Office@Hand device to set it as
your RingOut Mode phone. Or tap Another
Phone to add phone numbers, then tap one
of them to be your RingOut device.

To avoid accidentally sending calls to your
personal voicemail (if you don't pick up
when your phone rings), turn on Confirm
Connectionso Office@Hand will prompt
you to press 1before it dials the number and
connects your call.

< Back RingOut Mode

Choose where you would like to take your
RingOut calls:

My iPhone

Another Phone v

Calls you at the phone you select below first, and
when you answer, calls your party.

Call me on this phone first:

v My iPhone (650) 555-0104

Mobile  (650) 555-0105

v

Add Phone Number
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To make a RingOut call:

First, set VoIP Calling (above) to Off. You cannot make outbound
calls from Office@Hand through VolP.

With VolP Calling set to Off, calls you make from Office@Hand
automatically use RingOut. You can use your Office@Hand Contacts or
Favorites listings to make calls, or dial directly using the App keypad.

When you make a call using RingOut, Office@ Hand will ring your
smartphone, and when you pick up, it will then dial the outbound
number and connect you. (If you set Confirm Connection, you'll be
prompted to press ‘1" first.)

RingOut calls use carrier voice-plan minutes.

T

(650) 555-0123

You are making a VolIP call over WiFi. If
your WiFi signal degrades, you may
experience a call drop.

2

Audio Source

e~ End Call

Cloud Storage

Office@Hand can access documents stored in select cloud-

storage apps, such as Dropbox and Box, you have installed on your
smartphone. Tap the Cloud Storage option in My Mobile App Settings
to set up the apps you have installed so they can be accessed by the
Office@Hand app. You will now be able to fax documents directly from
these cloud data apps.

Tella Friend

Tap Tell aFriend, then tap the green Invite Friends bar to invite them
to sign up for a free Office@Hand trial.

About Office@Hand

Tap to see alist of What’s New with this version of the Office@Hand
Mobile App; to read an Application Description; to Send Feedback
Email to RingCentral; or to Rate This App on the smartphone app

store sites.

App Description

Tell A Friend

Version
3.75

«uil AT&T 4G 11:47 AM
Feedback

Cancel

Tell your friend what you and Send Feedback e-mail
tens of thousands of others
already know — RingCentral
Office@Hand from AT&T
delivers affordable, reliable
and easy-to-use business

phone system.

Rate App w

Click on ‘Invite Friends’ to invite
them to sian un for a free trial
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Hints & Tips

On iPhone and other iOS devices, turn this
On to have a hints and tips screen display
each time you go to a new feature screen
on the App. You will be able to dismiss
permanently the hints and tips display for
each feature once you've mastered it. (This
feature is only available on iPhones and
other iOS devices.)

Logout

Log out from the phone number and
extension displayed.

© 2013 AT&T Intellectual Property. All Rights Reserved. AT&T and the AT&T logo are trademarks of AT&T Intellectual Property. Ringcentral and Ringcentral logo are trademarks of Ringcentral, Inc.

Don't Show Again Close Hint

Tips for Using Call Logs

Your RingCentral Office@Hand from
AT&T keeps your business call logs
separate from your personal call logs.

Call logs update automatically whenever

you use your RingCentral Office@Hand
from AT&T number.

Dial numbers by tapping any number in
your call logs.

View call information or add numbers as
contacts by selecting call details.
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Office@Hand Support Home Page

The Office@Hand Support Home page at
http://support-officeathand.att.com/
has support on the most popular topics, the
Knowledge Base, tutorial videos, additional
user guides, and Support department

contact information.
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