Mobile App User Guide

RingCentral Office@Hand from AT&T

User Guide

Messages Edit

(3) 0

Fax / Text

N -

D (650) 495-2668
Py Peter White
19.22(0:03)

FQ ‘Pracessing Dept.

Y 1S 0Ur meeting o1 16 mine an /A
/I eeting still jn 2 mins ago },‘

a0 ‘{u//'e Smith

1344 (0,05)

{((

RingCentral



RingCentral Office@Hand from AT&T | Mobile App User Guide | Table of Contents

Table of Contents

WEICOMIE ..o, 3
Get STarted NOW. ...t 3
EXPreSS SETUP ciiiiieeeeeee ettt e e e e e s e e e e e e e e e 5
Log In to your Office@Hand Mobile APpP.....cccoceeircieiecceeeniieeneeceeeenn 1
Making aPhone Call........cccooeiiiiiiniieieeeeeeeceeeee e 12
I A LR\ E=T T T =T o T S 12
MESSAGES ...ttt e 13
CONTACTS ..ottt sttt s st 15
(= 1 7o) 1 =SSP SRRSO 15
(03] | I oY ISP PP PRI 16
Call Recording - Important Legal Requirement .......ccccccevvierveerieennenn. 16
On-Demand Call RECOrdiNg .....ccoeeeveereerieeieeieneeseese e e see et se e e e seeeeeens 17
Automatic Call RECOIAING .....c.eeveeuierieieeeecieeie et es 17
DO NOt DIStUIrD (DND) ..ot 17
Conference Calling ......oooceieiiieeceeceeee e 18
BUSINESS SMS ...ttt ettt sae e s e s s aa e s e e s e 19
SETEINGS oo, 20
My EXtENSION SELLINGS .coouiiiiiieiciieeteeete ettt 20
USEI INTO ettt se e s 20
Phones and NUMDErS ..ottt 22
Conference NUMDET ..o 22

PresencCe.......oiiiiiiiiiiiii
Call Screening, Greeting & Hold MUSIC .....ccccceveieinciennieennnen.
Call Handling & Forwarding .....cccceeceeveeevieecenieseeseesesseeeeene
Call Handling — Advanced RUIES.........ccccceeveecierceeneeneeseeeenne

Messages & NotificationS......cccoeeeeeeverciencienceecee e,

My Mobile App Settings ...cceveceeeeieeeieeee e
VOIP CalliNg ettt
Caller ID ..o
RINGOUE MOE.....uiiiiiiieeiiecteceee ettt
CloUd StOrage...iiiiiiiiiiiiereeeeeer et sae s

=1L R= 1 L S T=1 0 Lo ISR

Receiving and Sending Faxes.......cccecceeveceeecieeeceeeeceeeene
Receiving and Viewing FaXes.......cccccevervierieneeneesienseeneeneees
Setting Up to SeNd FaXES ....ooviivieieiiinieceieececteesee e

SENAING FAXES ..oiviiiiiiieiieeeeetee ettt
Do Not Disturb (DND) ....ooviiiieeeeceeeeeceeee e

Conference Calling .....ccoeceieeeiieeceeceeeeee e

Office@Hand Support Home Page

RingCentral



RingCentral Office@Hand from AT&T | Mobile App User Guide | Welcome

Welcome

The RingCentral Office@Hand from AT&T business phone system helps
you maintain a professional presence in the office, at home, and virtually
anywhere. And now, with the Office@Hand Mobile App for select*
smartphones, you've got the power to manage your department settings,
logs, faxes, and more—wherever you go.

Download and install the Office@Hand Mobile App to:

Take business calls and faxes.
Check your voicemail and received faxes.

Monitor call logs that provide a detailed history of incoming, outgoing,
and missed calls.

Create custom business greetings for business and after hours.
Set up business voicemail greetings.

Manage your call-handling and call screening rules.

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

Get Started Now.

After your organization’s RingCentral Office@Hand from AT&T
Administrator sets you up as an Office@Hand user, you'll receive an email
from RingCentral Office@Hand from AT&T with your new company
account number (main phone number), your assigned extension number,
and alink that will take you to a Web page where you can set up your
account password and security questions.

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.

e Your company's account number is: (866) 555-1212
e 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?
CDXB3420:3A1A0800B84EF64F 2FBDFOE4EOEC04B4646C96

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
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- If you click the email link from your smartphone email, it will open a - Whenyou finish this form, you will be offered the opportunity to install

mobile Web browser to set up your account from your smartphone.

- Whenyou finish this form, you will be offered the opportunity to
install the Office@Hand Mobile App appropriate to your
smartphone. (If you already have it installed, skip this step.)

- If you click the email link from your desktop computer email
program it will open a desktop Web browser to set up your account

from your desktop computer.

installing apps.

the Office@Hand Mobile App; select and install the App appropriate to
your smartphone, following your smartphone’s procedures for

You must use the link provided in the email and create a password to begin
using the Office@Hand Mobile App.

Now on your smartphone, login to the app using your Office@Hand phone

number, extension number, and password.

RingCentral Office@Hand from AT&T

‘Your new passwerd must be numeric and between 6 and 10 digits. It cannot contail
repeating or sequential digits (such as 222222 or 123456) or match any of your
personal or account information.

Required Securily Update

To enhance account security and protect your information, you need to select a
security question and secret answer. If you ever forget your password or need
customer service, we will use the following security question to verify your identity.
Wt was yous shihood

mictasi

RingCentral
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RingCentral Office@Hand from AT&T

Change Password

Your new password must be numeric and between 6 and 10 digits. It cannot contain repeating or sequential digits (such as 222222 or 123456) or
match any of your personal or account information.

Type new password

Retype password

Required Security Update

To enhance account security and protect your information, you need to select a security question and secret answer. If you ever forget your
password or need customer service, we will use the following security question to verify your identity.

Security Question —Please selectone —  []
Answer

Use 5 or more characters; not case senstive.

Office@Hand Login

Login

Forgot your password?

RingCentral
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Express Setup

Thefirst time you log into your Office@Hand Mobile App, you will be invited
to follow the Express Setup, which guides you step by step through the
process of setting up your account, quickly and easily. We strongly urge
you to follow the Express Setup, which will only take a few minutes and will
ensure that the most valuable features of your phone system are set up
and running for you to get started right away.

The Express Setup invitation from the desktop Web browser.

Once you complete Express Setup, you can start using your new Office@
Hand phone system right away from your smartphone.

Launch the Office@Hand mobile app and update or make changes to your
settings at any time. You can change your call forwarding, for example,
right from your smartphone app.

Click or tap Sounds easy. Let’sdoiit! to continue.

The Express Setup invitation from the mobile Web browser.

RingCentral Office@Hand from AT&T

Express Setup

Thank you, your account is now activated.

We will help you get your extension setup
by asking a few questions.

o Review your extension information
9 Choose ifto screen incoming calls
6 Configure your forwarding numbers

o Record your voicemail greeting

Scuund-gha-s.y. Lets doitt >

> Login to account

RingCentral Office@Hand from AT&T

Thank you, your account is now activated.

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

o Verify your address

e Review your extension information

e Choose if to screen incoming calls

o Configure your forwarding numbers

e Record your voicemail greeting

Sounds easy. Let's do it! »

> | will do it later

RingCentral
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Express Setup begins with the User Info

screen (see the desktop and the mobile app

views below).

It shows your Extension number, name, email,

User Type, and other basic user information.
You can update this information as needed.

Click or tap Next when ready.

RingCentral Office@Hand from AT&T

User Info

User

Extension:

First Name:

Last Name:

Email:

User Type:

Direct Number:

112

Jane

D

jane.d@acme.com

Premium

Contact Phone: Mobile ™

(650) 555-0105

RingCentral Office@Hand from AT&T

Express Setup

User info Call screening Call handling Messages and Mofifications
My Inbound User Infa
@®  Something New Extension: 102
a8 (650) 555-0107
First Mame: Jane
m Call Screening > Last Name: D
Email: JaneD@acme.com
i :
38 CallHanding > User Trpe. eremium

Direct Number:
Messages and

Motifications

Time Zone:

(650) 555-0105

(-8:00) Pacific Time (US [x]

Next >

Please indicate your time
zone. ft will be used to
timestamp your voicemails.

RingCentral
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Now review your Call Screening settings. Turn
On Call Screening if you wish to have callers
asked to state their name before connecting, if
no Caller ID is displayed, if the calleris notin
your Contact, or Always. Then click or tap Next.

RingCentral Office@Hand from AT&T

Call Screening Next >

Mary W Ext. 112

Call screening On | o

Ask callers to say their name before
connecting:

If caller ID not present
If caller not in contact list v

Always

RingCentral Office@Hand from AT&T

Express Setup

Userinfa Call screening Call handling Messages and Motifications
My Inbound Call Screening
@ Gary V Call Screening

W

b (550) 555-0106 on

Call Screening

If caller ID not present

Ask callers to say their name before connecting:

@ [Ifcaller notin contact list ‘{b

;:: Call Handling > Aways

m Messages and N
MNatifications

Next >

RingCentral
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Now tap or click Call Handling. (Notice on the
mobile app, the previous two items are
checked off ascompleted.)

Here you can have calls that comein to your
Office@Hand number or extension ring to any
of your Office@Hand phones or other personal
phones you may have, inany order you wish.
(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 toreorder the phone numbers. Add
numbers for Home and Other if you wish.

Decide whether to have the phoneslisted
ringinorder (Sequentially), or allat once
(Simultaneously).

You'llbe able to come back later, after
completing Express Setup, for additional
features in CallHandling such as forwarding

calls to another user’s phone, change thering

order, create and edit ring groups, and choose
the number of rings before moving to the next

phone (the defaultis fourrings). You'll also be
able to set up caller information and Cal Flip.

Tap Next.

RingCentral Office@Hand from AT&T
Express Setup

Wrinfo Call screening Call handling Messages and Notifications
My Inbound Call Handling
Please enter your mobile phone number to start G iR il
@ Gary V 5 receiving business calls on your mobile phone. @i e D A

phone number can also be
forwarded to additional
numbers you specify.

AR (550) 555-0106

Move Label Phone Number  Status
“You can chose these
phones to ring sequentially
or simultaneously.

5 N Work (415) 555-1212 Oon

Call Screening

A Mobile (510)555-1212 | On | ®
* Call Handling >
Home off | e

>-<] Messages and 5 Other off | @
Notifications

Select the order in which your phones listed above
should ring

@ Sequentially Simultaneously

Next b

RingCentral Office@Hand from AT&T

Call Handling
User Info
Mary W 4
Ext. 112
Call Screening v
Call Handling >
Messages and Notifications >

Call Handling Next >

Mary W Ext. 112

Forward incoming calls to my extension to the
following numbers

Work: 4155551212 AW
Mobile: 5105551212 FaTNY
Home: Enter number — #~
Other: Enter number

Select the order in which your phones listed
above should ring.

RingCentral
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Now set up your voice ail message, which ’ .
callers will here when going to voicemail. Tap S Messages and ... RlngCental Offceliand el

Take Messages to turn it On, then tap Default Messages and Noti... Next >
next to Voicemail Greetings to review the
default message and, if you wish, record your
. Mary W Ext. 112
own Custom message. Business Hours After Hours
) If callers are transferred to your voicemail, they
Your custom message is recorded over will hear the following voicemail greeting:

the phone: Office@Hand calls the number Voicemail during business hours:

ou provide and prompts you to speak
you p P ptsy P Take Messages Oon @ Default v
your message.
When finished, click or tap Next. Voicemail Greeting Default (> Your call has been forwarded to the voicemail
for Mary W No one is available to take your
My Inbound Set up your voicemail greeting

Your call has been forwarded to the voicemail
Select the greeting that for Mary W No one is available to take your

® Gayv ®  Default callers will hear when they
(650) 555-0106 > Your call has been forwarded to the Bl on e call. At the tone please record your message.
voicemail for Gary V. No one is available to voicemail. When you're finished recording, you may hang
take your call. Atthe tone, please record your up or press the pound key for more OptiOﬂS.

message. When you've finished recording,

: you may hang up or press the pound key for
m Call Screenmg b4 :"nare DE]tiDnS. '
Record over the phone v
Custom
A Call Handling > Enter the phone number you'd like us to call so
(9 00:001 00:00 | i) iy P y

you can record your greeting.

Messages and Phone to ring: 5105551212

Call Now

Notifications

(.

RingCentral
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Congratulations - Express Setup is now
complete! You can change or update your
settings, and explore additional features, by
logging in to your Office@Hand online account
or your Office@Hand mobile app and following
the instructions in the rest of this document.

RingCentral Office@Hand from AT&T RingCentral Office@Hand from AT&T

Xpress Setup
Setup Complete

NG WRE AR Congratulations!

You are done with firsttime setup!

Your AT&T phone system is set up and
R v z ready to use.

€ & € O ancomyofice-u-hand oA

¥ Launch Now

n— e If you don't have the mobile application, get
fuomeet it now!
You can change your seftings
later at any time by clicking on . .
the "Setings™ menu. > Download the application
5 = —t
RingCeni &= atat

RingCentral
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Log Into your Office@Hand Mobile App

Tologinto your RingCentral Office@Hand from AT&T Mobile App account, start the mobile app and
enter your phone number, extension, and password.

When youlogin, you will see the Messages screen.

Login All A Voice [ Fax [ Text
(866) 555-1212

102

(.
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Making a Phone Call

To make Office@Hand phone calls, tap the blue Handset icon in the
lower right of the app screen. Tap the keypad numbers, then tap the
green Call button.

You can also tap the Menu icon on the lower-left of the screen—it looks
like three lines with triangle on top—and on the slideout menu that
appears, tap the Contacts button to bring up a list of your company or
personal contacts. Find and tap a contact to start the call. Or tap the
Favorites button, where you can keep your most-called contacts.

You can also tap various other areas of the app where phone numbers
appear, such as entries in the Activity Log and on the Messages
screen. Details on these features are given below.

The Main Menu

Onmost of the App screens, click the three-line iconin the bottom left
of the screen to slide out App menu. This gives you access to most of the
App features including Messages, Contacts, Conference, Office@Hand
Documents, Outbox, and Settings. You an also “swipe” left-to-right across
most screens to reveal this menu.

Messages

&* Favorites
a Contacts

(? Activity Log 2 R

0O, Conference

‘(@
o)

@ Office@Hand Documents

(1)
)

RingCentral
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Messages

To see your voicemail and fax messages, tap
the Menu, then tap Messages.

Tap the Voice tab to see voicemail messages;
tap the Fax tab to see received faxes; tap All to
see both. (You probably won't have any
messages yet.)

To listen to a voicemail message, tap the
message body, then the Play button. You can
choose your Audio Source to play the message
through your smartphone speakers or through
your headset.

Tap the handset button to return the call (you
will need a Direct Number to make outbound
Office@Hand calls from your smartphone).

Messages Edit

Qo (650) 555-1212 Monday (3
12:05 am (0:39)

(O (763)555-1212 228113 3
Running 10 minutes late

(O (408)555-1212 228113 3
Are you joining the call?

O Jane Doe 2128113 (>
Let’s meet at the cafe

(O (206)555-1212 228113 3
Team meeting at Broadway

ao (760)555-1212 2127113 @
5:38 pm (0:05)

O (765)555-1212 2127113 @
I’'m here

< Back

Voicemail \ 4

6 of 6

From: Home phone

Received: 12/6/12 12:52 PM (0:25)

To: 1

Vg

[ 1) 00:07 o s 00:25

~—

Audio Source

1

RingCentral
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Toview afax message, tap the fax message
body and view the message.

Tap the trashcanicon to delete a message.

Tap the triangle symbol at the top right
of the screen to see the dropdown for
various options, depending on the type
of message, such as forwarding the
voicemail or fax to an email address,
editing a text message, viewing the
contact information of the sender, or
to mark the message Unopened.

Tap the caret to move to the next fax or
voicemail message.

Tap Back when done.

Back at the Messages screen, tap the caret

at theright of a voicemail or fax to see details
of the caller, such as the number of the caller.
Tap the number to call back phone callers (you
must have a Direct Number to make outbound
Office@Hand calls from your smartphone).

@ Check Your Permissions

The extension you are using cannot
make outgoing calls. Please contact
your account administrator to
change permissions for this
extension.

N -

Voicemail

Forward

Mark Unopened

To: 1

Audio Source

RingCentral
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Contacts

Find the people you need fast. The Contacts
feature lets you view your full list of contacts or
to see only the people listed in your company
directory. Tap Contacts in the bottom
navigation bar to access your contacts.

To seeall your contacts, tap All Contacts at the
top of the screen—this combines your personal
contacts listand your Office@Hand Company
contactslist. Tap Company to see only the
contactsinyour company directory. (You may
getamessage suggesting you change your
smartphone Privacy settings to allow Office@
Hand to draw from your personal contactlist on
your smartphone.)

Toadd anew contact to the All Contacts list,
tap the Add + in the top-right corner of the
screen when the All Contacts tabis active.
Enter your new contact’s details, then tap
Done. (Company contacts come from the
usersin your Office@Hand account.)

Favorites

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

Tap Favorites in the bottom navigation bar,
then tap either the Contacts or the Company
tab, then tap Add + to view your current

ol e [

CONTACT TYPE
Phone

PHONE +

Mobile X
EMAIL +

X
GROUP
Tap to select group

ADD MORE INFORMATION

personal or Office@Hand company contacts.
Tap the name of the person or department or
extension you want to add

to your favorites list.

To delete a contact, or to change the orderin
which contacts appear, tap Edit.

Contacts Add +

A
Achal Anjaria >
Ajoy Chattopadhyay >
Anil Panguluri >
B
Biju George >

RingCentral

(.



RingCentral Office@Hand from AT&T | Mobile App User Guide | Welcome

CallLog

The Call Log maintains your call history,
including calls you placed, received, and
missed.

To view your call history, from the Menu tap
the Call Log icon.

Tap All to see your entire call history. To see
only missed calls, tap Missed. To see more
calls tap Get More Records.

Dial numbers by tapping a number in your
calllog. (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.

Activity Log Clear

All Missed Calls

\ (650) 376-0023
Q >

(510) 387-0872

>
(510) 387-0872

>
(510) 387-0872

>
+45 3315103870872 3

(510) 387-0872

— F O\

CallRecording - 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
fromall parties torecord 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
accountunderstand 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.

RingCentral
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On-Demand Call Recording

If your Administrator turns on On-Demand
Call Recording for your extensions, you will
be able torecord a call by pressing *S while
onthe call. You can find the recorded calls in
your Messages Inbox.

Automatic Call Recording

If your Administrator has activated Automatic
Call Recording for incoming to or outgoing
calls from your extensions, you will get an email
letting you know. You will also get an email when
Automatic Call Recording is deactivated for
your extensions.

Oncerecordings are activated for incoming
calls, anannouncement willautomatically play
toincoming callers letting them know that their
callisbeing recorded.

However, if your Administrator has activated
Automatic Call Recording for outgoing calls
for your extensions, no such automated
announcementis played when you call others;
itis your obligation to let those you call know
that the callis being recorded.

NOTE: 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

callrecording 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.

Do Not Disturb (DND)

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

~ || ToturnonDo NotDisturb, tapthe
o slide-out small round DND button
DD | ontheslide-out Menu screen.

Select from the options shown.

The DND status buttonin the bottom-right
corner of the app screen turns green when
DND is set to Take All Calls, and red when DND
issetto Do Not Accept Any Calls.

Take All Calls

Do Not Accept Any Calls

Cancel

RingCentral
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Conference Calling

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

An Office@Hand account uses a single
conference bridge phone number; each user
gets their own individual host and participant
access code, so you can hold conference
calls whenever you want, wherever you are.

You can host a conference with up to 1000
attendees, using your IP deskphone while
in the office, or the Softphone from your
desktop computer, or the Office@Hand
mobile app while on the go.

9
0

Conferences are reservationless—you send
aninvite to participants, and the conference
starts as soon asyou join as host.

To starta conference, tap the Menu at the
bottom left of your app screen, and from the
slide-out 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, then tap Send.

P24 Messages (5)

Favorites

o>
a Contacts
(.g Activity Log

Conference

Tap Joinas Host to calland login
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
inthe U.S. In addition, in-country dial-in
numbers are available for use in over 30
countries.

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.

Conference

1 (775) 360-1502
Host Access: 348079
Participant Access: 467949

Dial-in Number:

Invite with Text Messaging

Invite with Email

Join as Host

RingCentral

(.


http://support-officeathand.att.com/articles/RC_Knowledge_Article/Conference-Calling-Touch-Tone-Commands-and-International-Dial-In-Numbers%3FretURL%3D%252Fapex%252FATTSupportSearch%253Fc%253D%2526p%253D2%2526k%253D%2526t%253D%2526l%253D%2526action%253DSearchAnswer%2526pageid%253Dknowledge%2526serviceFilter%253D%26popup%3Dfalse%26Title%3DConference%2BCalling%2BTouch%2BTone%2BCommands%2Band%2BInternational%2BDial-In%2BNumbers
http://support-officeathand.att.com/articles/RC_Knowledge_Article/Conference-Calling-Touch-Tone-Commands-and-International-Dial-In-Numbers%3FretURL%3D%252Fapex%252FATTSupportSearch%253Fc%253D%2526p%253D2%2526k%253D%2526t%253D%2526l%253D%2526action%253DSearchAnswer%2526pageid%253Dknowledge%2526serviceFilter%253D%26popup%3Dfalse%26Title%3DConference%2BCalling%2BTouch%2BTone%2BCommands%2Band%2BInternational%2BDial-In%2BNumbers
http://support-officeathand.att.com/articles/RC_Knowledge_Article/Conference-Calling-Touch-Tone-Commands-and-International-Dial-In-Numbers%3FretURL%3D%252Fapex%252FATTSupportSearch%253Fc%253D%2526p%253D2%2526k%253D%2526t%253D%2526l%253D%2526action%253DSearchAnswer%2526pageid%253Dknowledge%2526serviceFilter%253D%26popup%3Dfalse%26Title%3DConference%2BCalling%2BTouch%2BTone%2BCommands%2Band%2BInternational%2BDial-In%2BNumbers

RingCentral Office@Hand from AT&T | Mobile App User Guide | Welcome

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 can reply 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
customeris 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 SMS
icon. Click ona message to view, to respond,
and to view the sender’s contactinformation.

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 numberin 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 by
blocking the phone number of the sender. See
Screening and Blocking Calls.

To make sure you don't miss an SMS message,
you can set Notifications to send you an email
alert. See Messages and Notifications.

Messages Edit New Message Cancel

All Voice Fax

-y

-] (206) 555-1... N
- John A >
- Mary D >

- Mary D N

To: BeblL

Got a minute to review that

contract?
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Settings

Most of the special customizable features

c Cancel M [11)] S
of your Office@Hand Mobile App are found < Back Settings e ary Smit .

in the Settings area, particularly under My
)

Extension Settings. This includes such [ 38 My Extension Settings 2 Extension 123
items as User Info, Call Handling including ‘.

Call Forwarding, Call Screening including Phones & Numbers
Blocking, Messages that alert you to received O My Mobile App Settings

faxes and voicemail, and VolP settings for

making outbound calls. Extension Number 123

From the Menu, tap the Settingsicon. FirstName Mary

. . < Back Mary Smith
Now tap My Extension Settings to manage Last Name Smith

your Department.

‘.. User Info Record User Name >
My Extension Settings Contact Phone
This screen contains most of the fu nctlgns @ Scregnlng, Greeting & Hold Email mac.mccarthy@ringcentral.co
you'll use to manage your own user settings. Music
User Info User Hours 24 hours >
To manage your basic settings, greetings, g Q Call Handling & Forwarding
User Password >

call screening, call handling, direct numbers

and desktop phones if you have them,

security settings, notifications, and more, }Av{ Messages & Notifications
tap User Info.

n Outbound Caller ID

RingCentral
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Extension Number: When someone calls
you by way of your company number, they
canreach you by entering the this extension
number. They can also reach you by dialing
your Direct Number, if you have one.

First Name/Last Name: You can edit your
name here.

Record User Name: Office@Hand uses text-
to-speech conversion to pronounce your
name when answering your calls. If your name
is mispronounced, you can tap this item to
record the correct pronunciation (Office@
Hand will call you to capture the recording),
or tap the Text-to-speech name field and
type in a phonetic pronunciation. (You must
log into your online account to hear the
pronunciation being used by the system.)

Email: This email address can be used for
notifications.

Contact Phone: Thisis an optional
alternative phone number that might be
used for call forwarding, if you wish.

Company Name: Optional.

Address: Optional.

User Hours

Set your user’s business hours here. The
defaultis 24 hours, seven days a week. If you
set specific business hours here, you can
then set call-handling rules that will apply
during business hours and separate call-
handling rules for after hours.

Tap User Hours. Tap 24 hours for incoming
calls to be handled the same way all the time,
including weekends. Tap Specify hours and
specify the days and times you are available
to take calls. Setting specific hours If you set
specific business hours will allow you to set
call-handling rules that apply during Business
Hours and separate call-handling rules for
After Hours. Also check the Time Zone
setting at the bottom of this screen. When
you're finished, tap Save.

Cancel User Hours Save

Business hours

24 hours

Specify hours v

This enables you to specify how incoming calls should
be handled during the hours the business is closed

Monday 9:00 AM —6:00PM >
Tuesday 9:00AM —6:00PM >
Wednesday 9:00 AM —6:00PM >
Thursday 9:00 AM —6:00PM >
Friday 9:00AM —6:00PM >

RingCentral
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Here you will see the direct-dial numbers, if

Change User Password when needed from Phones and Numbers

this menu. At the top of the User Info screen, tap any, assigned to you.
Phones and Numbers.
Conference Number
Cancel User Password Save Cancel Mary Smith E. Here your Confefence Number, Host
Code, and Participant Code are listed for
Password reference. You can use this information to

New Password

Retype Password

Your password must be all numbers, between 8 and 10
digits, may not include repeating, sequential or other
easy to guess password (suchas 111111111,
12345678,11223344,12121212), or match any of your
personal or account information.

TIP: A good password is one that is personal and easy
for you to remember. A good example is an important
date in your life like a birthday or anniversary in the
format MMDDYYYY.

Security Question

Question Childhood nickname >

Whatwas your childhood nickname?
Answer

If you ever forget your password or need customer
service we will use the above security question to verify
your identity

User Info Phones & Numbers

Conference Number: (775) 360-1502
Host Code: 348079
Participants Code: 467949

Direct Numbers:
(650) 276-3696
Add Direct Number

Phones:
No phones assigned to this extension.

Add Phone

Presence >

Intercom >

start or join a conference, or tap the slideout
Menu and tap Conference to set up and
manage your Conferences. Direct numbers
allow customers to contact you directly
without having to go through the company
receptionist or phone tree.

If you have direct numbers, you can tap each
number to select the number type—voice
and fax, voice only, or fax only—for each.

Tap Add a Direct Number—if you are not an
Administrator, you will receive a message
to contact your Administrator to request
direct numbers.

If you do have Administrator privileges, you
canadd a Direct Number yourself. To add
one or more numbers, tap Add Number 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.

Add Phone Loginto your account on the
Web to add, remove, or reassign phones.
These are Administrator functions.

22
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Presence

Presenceis a feature by which you can see if
another office@Hand user in your company
ison theline. Presence detects calls to
numbers/extensions. No matter which actual
device the callis sent to, the system detects
that the number/extensionis ringing, active,
or onhold.

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

The smartphone app does not have
Presence lights, but if you have a Presence-
enabled Office@Hand desktop IP phone,
you can setits Presence Appearance from
your smarpthone app. You can also give
Permission to share your Presence status
with others, and to allow other users to pick
up your calls when you are away.

Go to Menu > Settings > My Extension
Settings > User Info > Phones and Numbers
and scroll down to tap the Presence bar.

Tap Appearance.

If you have 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.”

(Adding phonesis an Administrator function.)

If you do have a Presence-enabled desktop IP
phone, its Presence lights will be displayed as
shown below. The first two lights are dedicated
to your use and cannot be changed. Tap on
the other lights to choose colleagues whose
presence you wish to monitor, from among
those who have granted permission to show
their presence status.

Cancel Presence

Permissions

Select users to display on your phones:

Line 1 Jane D, EXT. 102
Line 2 Jane D, EXT. 102
Line 3 Gary W, EXT. 103 (>
Line 4 Mary G., EXT. 105 (>
Line 5 Peter P., EXT. 106 (2>

Now tap Permissions.

Tap Share my presence. When On, this
allows other users to see your presence
status — whether you are on the phone. You
can also select other users who can pick
up your phone calls. A colleague can thus
answer a busy manager’s calls, or your calls
when you are in a meeting or out at lunch.

Cancel Presence Save

Share my presence On  ®

Allow other users to see my presence

Users permitted to pick up my calls:

Bob J Ext. 101 v
Gary W Ext. 103 ¢
John X Ext. 107
Mac M Ext. 108

RingCentral
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Call Screening, Greeting & Hold Music

From the Menu go to Settings > My
Extension Settings > Call Screening,
Greeting & Hold Music.

Choose the message callers will hear when
they call you during business hours (or at
all times if you are using “24 hours” as your
User Hours).

1. Tap the User Hours tab (if displayed).
2. Turn On User Greeting.
3. Tap Set Greeting.

Cancel Screening, Greeting ...

—
User greeting:

User greeting On e
Set Greeting Default >

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

4. Onthe Set Greeting screen, review the text
of the default greeting. To hear it, tap Play.
The Auto-Receptionist will read your name
using text-to-speech technology. If you
want to use the default greeting, tap Save
(or Cancel if you have made no changes).

5. Orcreate a Custom greeting.

To record 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).

Cancel Screening, Greeting ... Save

aller ID not present
If caller notin contact list
Always

Audio while connecting

Audio while connecting On o

Set Audio Acoustic >

Music or Ringtone callers will hear while connecting

Hold music
Hold music On @
Set Hold Music Acoustic >

3. Tap Call Now.
. Office@Hand will call you and prompt you

torecord your greeting.

. Onthe User Greeting screen, a message

will confirm that your custom message
has been successfully received.

. Tolisten to your custom greeting later,

access your account on
the Web.

. Tap Cancel toreturnto the previous

screen.

RingCentral
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Screening and Blocking Calls

1. Turn on Call screening and choose
to ask callers to say their name before
connecting

a. If CallerIDis not present,

b. Ifthe calleris notinthe user’s Contact
list, or

c. Always.

2. Turn on Audio While Connecting, and
select the style of music to be played to
the caller.

3. Turnon Hold Music and select the style of
music to be played to the caller. Choose
from a dozen and a half types of music—
from easy listening to jazz, country,
classical, corporate, Latin, or none. You
can also choose a simpleringtone.

To listen to the music options, tap the
Play button.

4. Tap Blocked Numbers and select from
the options for blocking calls.

a. All Calls—If selected, you will not receive
any calls or faxes made to this number,
unless you select Allowed Numbers,
below, and enter specific numbers or
area codes.

b. Specific calls will block all calls and
faxes from specific numbers or area
codes you enter, or will block calls and
faxes with no Caller ID.

c. You can also Block calls from Pay
Phones.

Each choice also lets you set the message
callers will hear, such as “This number is
not available from your calling area” or
“Mailbox Full.”

5. Tap Save.

Repeat this process for screening, greeting,
hold music, and blocking calls with the After
Hours tab.

After Hours Greeting

NOTE: If you choose in Call Handling/
After Hours the Only Play Greeting and
Disconnect option, you will now have the
opportunity to choose a Default message
sor a Custom message.

If in Call Handling/After Hours you choose

to Unconditionally forward after-hours calls,
or to send after-hours callers directly to
voicemail, your After-Hours greeting will

not be played. You can still set Blocked
Numbers handling.

Cancel Blocked Numbers Save
Block calls
All calls
Specific calls 4

Blocks call from specific numbers or area
codes

Specific numbers 0 @

Callers will hear This numberis... (>

Blocks calls and faxes with no caller ID

Calls off @

Faxes off @

Calls from Pay Phones

Block calls from Pay Ph... On | @

Callers will hear  This number c... >

RingCentral
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CallHandling & Forwarding

Go to Settings > My Extension Settings >
Call Handling & Forwarding

On this screen you can review Business
Hours and After Hours settings, and create
Advanced call-handling rules.

User Hours Call Handling & Forwarding

Choose from among the many options

for determining which phones will ring, in
what order, when calls come in during User
business hours.

Your Office@Hand Direct Numbers, if you
have any, are listed first. Tap On for the

ones you want to ring your during business

hours. (If you have no direct numbers,
but only extensions, no numbers will be
displayed here.)

Tap Ring my existing numbers to add
non-Office@Hand numbers you may
have, such as your home phone. Tap the
space next to the label, such as Home, and
type in a phone number, then tap On to
activate it.

To call outside numbers with extensions,
put an asterisk between them, thus:
[number] * [extension]. The system will
dial the number, pause, then dial

the extension.

Tap Forward calls to other user’s
phone to select other users on your
Office@Hand account to add them to
your forwarding list.

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. (Keep track of how many
rings callers will be subject to if the call is
not answered.)

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

Tap Smartphone and Softphone to

have your Office@Hand Softphone call
controller, if you have downloaded and
installed it on your desktop computer,
display incoming calls as soon as they
come in. 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.

After-Hours Call Handling & Forwarding

Tap After Hours, then select:

Send callers to voicemail—you will be able
to create a custom voicemail message or
accept the default message.

Play announcement and disconnect
—you will be able to create a custom
announcement or accept the default
message.

Forward Calls—turn On phoneslisted under
Ring these phones during after hours.

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

RingCentral
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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. (You will find a n Incoming
Call Information bar on both Business Hours
and After Hours screens; settings are the same
onboth, not separate.)

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
from incoming personal calls.

Under Display this call information on
you can tap On Office@Hand phones
only or display the call information on
All Phones.

Alternately, you can have the number
being called displayed instead of the
Caller ID by tapping Called Number.
Again, this is useful for recognizing
business calls.

Play announcement before
connecting. When you receive a call
from the Office@Hand system, whether
directly or by call forwarding, you will
hear “You have a call; press 1to accept.”
This tells you the call is a business call,
rather than a personal call.” You can

set this feature so that you always get
such an announcement, never get such
an announcement, or only get such an
announcement when the callis coming
in to a non-Office@Hand device— such
as when calls are forwarded to your
home phone.

Include Mailbox Name in announcement
option. Turn On to have the mailbox
name being called played as part

of theincoming call information
announcement—for example, “Mary, you
have a call,” or “Sales, you have a call.”

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.

Call Flip

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

commute. Simply dial two numbers and Flip.

To manage your Flip numbers, go to Settings
> My Extension Settings > Call Handling

& Forwarding. Towards the bottom of Call
Handling, click the Call Flip bar. (You will find a
Call Flip bar on both Business Hours and After
Hours screens; settings are the same on both,
not separate.)

You will see alist of numbers/devices
assigned to you, including desktop IP
phones, smartphones, and the 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

Back on the main Call Handling & Forwarding
screen, tap Ring my existing phone numbers,
turn on other devices listed and enter additional
phone numbers such as your home phone, and
tap them On. Tap Save.

Tap Call Flip. 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
onto Call Flip.) The numbered entries not
being used are labeled “Unused”.

RingCentral
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To use Call Flip

When you are on a phone call, press the asterisk
key (*) and a number corresponding to the device
towhichitis assigned, and the call is transferred
immediately to that device. For example, if you
have the number 2 assigned to your home phone,
tapping *2 while you are on a call will instantly
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.

CallHandling - Advanced Rules

Advanced Call Handling lets you create specific
additional rules for your number or 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 number.

To create an Advanced Rule:

1. Goto Settings > My Extension Settings > Call
Handling & Forwarding, then tap Advanced.

2. TapAddRule.

3. Giveyourrule aName, thenselectthe
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.

4. Tap Next.

5. If youselected 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.

6. Ifyouselected Caller ID for thisrule, you can
enter one or more phone numbers, or choose

names from your Contact List, or enter area
codes or other partial numbers.

7. If youselected Called Number, choose the
number(s) to which the rule will be applied.
The choices will be the Main Number, or the
Auto-Receptionist for the department.

8. Tap Nextand choose when to apply the
rule: during Business hours, After Hours,
or Always.

9. Tap Next.

10. Select the action to take when incoming calls
match thisrule.

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

b. Take Messages Only to send callers to
voicemail. You can choose to take messages
or not, and can customize the voicemail
greeting.

c. Play Announcement Only and then end
the call.

d. 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.

e. Youcanalso 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.

f. TapDone.

< Back Holiday Promo Next >
Select when the rule should be active:

Date Range
Monday 9:00 AM to 6:00 PM (2
Tuesday 9:00 AM to 6:00 PM (>
Wednesday — 9:00 AM to 6:00 PM (2
Thursday 9:00 AM to 6:00 PM (2
Friday 9:00 AM to 6:00 PM (2
Saturday 9:00 AM to 6:00 PM (>

Because these Rules can be made quite
complex and sophisticated, itis a goodidea to
testanew rule to make sure it operates the way
you intend.

You can edit, changing details and conditions,
turn the rule onand off, or delete any of these
Rules by tapping Advanced from Call Handling,
then tapping on the named Rule and making
desired changes on the screens that follow.

RingCentral
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Messages & Notifications

The Messages & Notifications screen lets you manage your voicemail
greetings, and receive notifications of received voicemails, faxes, or
missed calls.

Tap the Menu > Settings > My Extension Settings > Messages
& Notifications.

Voicemail Greeting

The process for settings voicemail greetings are the same for Business
Hours and for After Hours.

Tap Take Messages to On or Off.

When On, tap Voicemail Greeting to view the script of the default
voicemail greeting. To hear it, tap Play. If you want to use the default
voicemail greeting, tap Cancel to return to the previous screen. Or
record a custom greeting.

When Take Messages is turned Off, tap Unavailable Greeting
to view the script of the default voicemail greeting saying you
are unavailable. To hear it, tap Play. If you want to use the default
greeting, tap Cancel to return to the previous screen.

Orrecord a custom greeting.

Torecord a custom greeting, Office@Hand will call you so you can
record your greeting over the phone.

Torecord acustom department greeting:
1. Tap Custom and then tap Record.

2. Provide aphone number, then tap Call Now.

3. Office@Hand will call the number. Follow the instructions to record,
review, and save the message.

4. Onthe Recordover the Phone screen,
tap Save.

Repeat this process for the After Hours tab.

29
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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 a toggle to
switch between the Basic and Advanced
screens.

Cancel Notifications

Send me notification for:

Onthe Basic screen, you have the choice of
sending notification by email and/or by SMS.
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 areceptionist, 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,
orsomeone 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

Cancel Notifications Save

Send me notification for:

Voicemail:
Voicemail On @ Email On @
By Email On @
Options > Email Addre... alexander.borisov@ringcentral.c
By SMS off @
Received Faxes: Received Faxes On o SMS On @
By Email On e Options
P 4 Add Phone Number
By SMS off e o .
. Email Notification Options
Missed Calls off e
Missed Calls: Include Attachment On
) off e .
By Email Fax Transmission Results On o Mark message as read oncee... On
ND.. OAAC Off a

system. You can enter more than one phone
number to receive SMS notifications.

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
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My Mobile App Settings

The My Mobile App Settings menu includes
anumber of specialty settings.

Caller ID

RingOut Mode
Cloud Storage
Tella Friend

About Office@Hand
Hints & Tips
Logout

<Back My Mobile App Settings

VolP Calling

OFF

Caller ID

(650) 264-7459

VolIP Calling

Turn VolP Calls to On to allow inbound and
outbound calls to use WiFi connections,
if available.

Check Over Wi-Fito have the system
use your carrier voice minutes if WiFiis
not available.

Check Over 3G/4G or Wi-Fito have the system
use your carrier data plan if WiFiis not available
(possible charges and lower quality). When you
are overseas, this option allows you to avoid
international roaming charges.

< Back VolIP Calllng

VolP Calls ON

|—

@ Over Wi-Fi

Over 3G/4G or Wi-Fi

RingOut Mode

Incoming VolP Calls ON

To save battery power turn off incoming calls } £ |

O 0 0 O

Cloud Storage

Tell A Friend

About Office@Hand v

Echo Cancellation ON

Turn ON echo cancellation if the other party } . |
hears an echo during your VolP calls

Microphone Calibration Setup

Turn VolP Calls to Off to enable RingOut
calling (see below). With VolP off, your calls
use your carrier voice plan.

Turn Incoming VolP Calls to Off to save
battery power. Incoming calls will then come
in onyour carrier voice plan.

Turn Echo Cancellation to On toif the other
party hears an echo during our VolIP calls.

Tap Microphone Calibration Setup to
perform a 30-second microphone calibration
of your smartphone to ensure the best sound
quality during VolIP calls.
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CallerID

To set the 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.

RingOut lets 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
Connection so Office@Hand will prompt
you to press 1 before it dials the number and
connects your call.

To make a RingOut call:

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

With VoIP 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.

<Back RingOut Mode

Choose where you would like to take your Office@Hand
calls:

My Android

(408) 555-1212

Another phone PY
(408) 555-1212

Call you at the phone you select first, and when you
answer, calls your party

(650) 704-6994

Mobile

(408) 555-1212 2

My Android

’ Add Custom Number

Requires you to enter 1 before the call is connected to
your party.
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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.

If you don’t see one of your supported cloud-storage services displayed, download and install that service’s app to your smartphone. Once installed
and activated, the app and its stored documents should show up on the Office@Hand Cloud Storage listing.

Tell a Friend

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

Tell A Friend

will ATRT 4G 11:47 AM

Cancel

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

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 select* smartphones’ app
store sites.

App Description

Version
3.75

reedback

Send Feedback e-mail

Rate App w

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

Hints & Tips

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 featureis only available on iPhones and
otheriOS devices.)

Logout

Log out from the phone number and
extension displayed.

Don't Show Again Close Hint

Tips for Using Call Logs

e 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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Receiving and Sending Faxes

You can send 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.

RingCentral Office@Hand from AT&T

Welcome Gary| (866) 5325158 Ext 110 >Logout > GetHelp @ DND OF

Overview Messages Activity Log Contacts
My Qutbound € Rringout Bb Faout | quickLinks ~
Fax Settings Cover Page Learn more
B} ceeno

Preview
Faxes Sentvia Email >

? Fax Seitings

FAX

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.

To access faxes on your smartphone:

1. Tapthe Menuicon, then tap Messages.

2. For convenience, tap the Fax tab to see just your faxes.

3. Tapthe faxicon next to the fax message you want to view.
4,

The fax will be displayed on screen.

Toreceive faxes in email:

1. Loginto your Office@Hand online account and click Settings >
My Inbound.

2. Click Messages and Notifications, then click Notifications, at the
bottom of the middle panel.

3. Onthe Notifications screen, click On next to Received faxes. (You
can also get notified of voicemail messages, missed calls, and fax
transmission results.)

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

5. For email 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 faxin the Messages section of their Office@Hand app.

6. Whenyou're finished, click Save.

RingCentral
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Setting Up to Send Faxes

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 sheet is 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 Subject is Blank

When you send a fax by email, the subject line of the email becomes

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
subjectlineis 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 to include 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 fax if it is on this

approved list.

Format Text Review Adobe PDF

3 b calbrigody - 11 - A A S-S - ® SSH @ 0 attachFile ¥ Follow Up -
B 0 attach ltem = ¥ High Importance
Paste B 7 U ®.A . = = | &= i= | Address Check _ Zoom
- & - — E I s Book Names | 2 Signature * g |ow Importance
Clipboard Ta | Basic Text =1 MNames | Include | Tags G| Zoom |
To.. |5105551z1z att.refax.com |
=1
CL...

Send ¢ | |
Subject: |Cunfidentialfty Agreement -- Please sign and return |
Attached: |ijrudnn - NDA and Confidentiality Agreement.docx (20 KB’ |

iz}

Dear Tom,

-

Atttached is the Confidentiality Agreement on for the Trudon project — Please sign and fax back today.

Yours truly, L

Bob

VP ijectsl

Acme

b
Click on a photo to see social network updates and email messages from this person. I
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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. Tapthe faxicon [insert faxiconinline].
3. Enterorselectarecipient by tapping To.
4. Choose a Cover Page.

5. SelectaDocument to Fax, choosing from
your Office@Hand Documents< folder,
your Photos, or the Dropbox app ifitis
installed on your smartphone.

6. 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.

To send faxes by email:

You can email documents to an Office@
Hand email address that automatically
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 Email” menu described above.

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

2. 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.)

3. Sendthe email to therecipient’s 10-digit
fax number at the email address 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. Through a Web browser on your
smartphone or desktop PC, loginto
your online account at https://service-
officeathand.att.com and click the FaxOut
iconin the upper-right corner of the
Web page.

2. Entertherecipient’s fax numberin the

Br FaxOut

To: box. Click the To: button to select fax
numbers from your Contacts 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.

3. Create a cover page with a personal
message (optional).

4. Click Browse to add your document.

5. Choose Send Now and the Send Now
button to send your fax.

6. Or Schedule to schedule delivery for
some future date.
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A wide variety of standard document types, including word processing, Do Not Disturb (DND)
spreadsheet, and PDF documents, are recognized by the RingCentral

Cloud Fax system. When you're busy and don’t want to be interrupted, use Do Not Disturb

to forward calls directly to voicemail.
You can also send faxes using the Softphone desktop application,

which you can download and install on your Windows PC desktop. Tochange settings for Do Not Disturb,

select DND from the slide-out menu and choose a setting.

The DND button in the bottom-right corner of the App screen turns
greenwhen DND is set to Take All Calls, and red when DND is set to
Do Not Accept Any Calls.

To: Type Fax number

Cover Page: '~ Use Cover Page Contempo ~ Preview

Cover Page Note:

Documents To Fax: Browse

SendNow (@ Schedule

Sendon: | 1/7i2013 B oat |11 | 00 v PW| v

() SetDND

Take All Calls

Do Not Accept Any
Calls

(.
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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
aninvite to participants, and the conference
starts as soon as you 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 a new 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.

Thentap Joinas Host to calland login
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
inthe U.S. In addition, in-country dial-in
numbers are available for use in over

30 countries.

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

il ATET 7

EX{ Messages

:.* Favorites Dial-in |

a Contacts e
— Particip

(‘é Activity Log ;

\ .6. Conference

Conference

(760) 569-7171
882919
115850

Dial-in Number:
Host Access:

Participant Access:

Invite with Text Messaging

Invite with Email

Join as Host
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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
contactinformation.
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