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Introduction

RingCentral Meetings gives you the power to video conference and web
share, as part of your complete business communications solution. Hold
face-to-face meetings in high definition and share your desktop or
documents with anyone, anytime, anywhere.

Participants can be invited to join a meeting by email, or by SMS on mobile;
they don't have to be RingCentral customers but can download and run the
RingCentral Meetings app for free and join your meetings without needing
to create an account or log in. Hosts of RingCentral Meetings must have
RingCentral accounts and be signed in.

RingCentral Meetings is designed for open exchange and interactive
communications: Participants control their own audio and video display,
and desktop web sharing control is shared by all participants.

RingCentral Meetings is available with RingCentral Office, or as a
standalone solution. For more information see the RingCentral Office Admin
Guide or the.RingCentral Meetings Admin and User Setup Guide. The
RingCentral Meeting application can be installed on Mac, Microsoft
desktops, and iOS and Android smartphones and tablets.

RingCentral

System Requirements

e RingCentral Office Standard, Premium or Enterprise edition

e Or,astandalone RingCentral Meetings account which allows you
to use Meetings for free (group meetings limited to 40 minutes in
duration, and other feature limitations), or through a paid license.

e Broadband wired or wireless internet connection (3G/4G/LTE)

e RingCentral Meetings automatically adjusts for 3G/Wi-Fi/wired
environments

— Recommended for 1:1 video calling: 600 Kbps (up/down) for HQ
video, 1.2 Mbps (up/down) for HD video
— Recommended for group video, 600 Kbps/1.2 Mbps (up/down)
for HD video
e Webcam (for video), speakers, and microphone
e Mac0SX® with Mac 05 10.7® or later
e Mac0S 10.6.8 (Snow Leopard) with limited functionality.

e Windows® 7, Window 8, or Windows 10
e 1 GHzor better processor

o i0S®7.00r later, including iPad®, iPhone® 4, 45, iPod touch® 4th
Gen, iPhone 3

e Android™4.4.x KitKat or later (5.0.x Lollipop or higher required for
screen sharing)

RingCentral for Microsoft Outlook additionally requires:

RingCentral Meetings client: 3.7 or later

Mac: Microsoft Outlook 2011 14.4.x or later

e  Win: Microsoft Outlook 2010 or later (2007 with limited features)
Installation of RingCentral Meetings plugin for Outlook


https://netstorage.ringcentral.com/guides/office_user_guide.pdf
https://netstorage.ringcentral.com/guides/office_user_guide.pdf
https://netstorage.ringcentral.com/guides/office_user_guide.pdf
https://netstorage.ringcentral.com/guides/office_user_guide.pdf
https://netstorage.ringcentral.com/guides/office_user_guide.pdf
https://netstorage.ringcentral.com/guides/office_user_guide.pdf
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End-to-End Encryption of Media for Meetings Endpoints
End-to-end encryption is an added layer of application security.
RingCentral Meetings can encrypt all presentation content at the
application layer using TLS 1.2 with Advanced Encryption Standard (AES)
256-bit algorithm. End-to-end encryption is also designed to facilitate
HIPAA based compliance requirements.

End-to-end-encryption is configured at the account or user level. Once it is
enabled, all meetings are AES encrypted.

It will force encryption across RingCentral Meetings running on desktop,
mobile and RingCentral Rooms, as well as for H.323/SIP endpoints, except
PSTN telephone. This feature will also force end-to-end encryption of
group messaging. Encryption may impact performance as it requires more
processing cycle on the participants' devices.

You can view a lock icon when a meeting has end-to-end encryption
enabled in RingCentral Meetings desktop and mobile clients.

RingCentral



RingCentral Meetings | User Guide

Install by Downloading the App

RingCentral Meetings is available for your
desktop computer as well as your iPhone, iPad,
and Android phones and tablets.

A separate plugin is available to integrate
RingCentral directly into Microsoft Outlook.

RingCentral Meetings for Desktop
From your online account, click the Tools tab,
and click Meetings. Under Meetings for

Desktop, click Download for Mac or Download

for PC, depending on your type of desktop. The
app will begin downloading in your browser.

RingCentral Meetings Mobile App
Under Meetings Mobile App, click Download
on the App Store for iOS or Get it on Google
Play for Android. Download the RingCentral
Meetings app from the iTunes App Store for
iOS or on Google Play for Android.

RingCentral Meetings Plugin for Micro-
soft Outlook

Under Meetings Outlook Plugin, click
Download for Mac or Download for PC.

:l Desktop

Tools =

What's New
Mobile Apps
Deskiop Apps
.Heennu:
Glip {b
App for Salesforce
App for Zendesk
Authorized Apps
Tell a Friend

RingMe

[T_] Mobile

Download
Mobile Apps

,
« App Store

RingCentral

RingCeniral
Overview Messages Call Log Contacts Settings ook
b, Downioads Mootings for Deskicp ~ Mostings Outiock Plugin ~ Mostings Mobike App
fingCaniral Mactings providas mutipon,
@ Moetings Ropons coud HD vides conforencing and web sharmg solubon

Faatures include:

Video Canferencing. Comact and eollsborato in HD vidos
moatings.

ir doskiop of any soleciod appication with

Schedule meetings wih Outlonk, Googlo calondar or (Calondar

Manage meetings with hest contros, raco o nrxl

annatation oolks

Integrated chat
Soned messages In ndividual participants or anie group.

Systom Requirements

Internet connection GOOkBPS rocommandod

Peripherals wobcs
Mac OS X with MacOS 10.6 {Saow Leopard) or laler version

Win Windows 7 ar lalor voesion

Haw Do | Fited My OS Vorsion?

RingCentral Meetings
By RingCentral, Inc

Open iTunes to buy and download apps.

Description
RingCentral Meetings is a powerful HD cloud web

with up to 5¢ ipants* in high definition and

anytime, anywhere.

& Downioad for Mac

View More by This Developer

conferencing and screen sharing app. Hold face-to-face meetings

share files, documents, websites and even photos with anyone,

RingCentral, Inc Web Site » RingCentral Meetings Support » More

What's New

« Enhanced in-meeting Ul and buttons for easier meeting control

a meeting

This app is designed for
both iPhone and iPad

RingCentral Meetings
RingCentral - May 27, 2015 - B Everyone
Communication

[*] Add to Wishlist

@ This app is compatible with all of your devices.

*hkh o (257)

- 3D Touch New quick actions directly from the RingCentral Meetings app icon on your home screen to start or join

..More

8+1 431 Recommend this on Google
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Install from a Meeting Invitation

When participating in a RingCentral meeting
for the first time, you may not be able to join
right away after the link from the email
invitation has been clicked. This happens when
the RingCentral Meetings app has not been
installed on the computer yet.

Note: If your company does not allow individual
end users to install applications downloaded
from the Internet, you may need assistance
from your IT administrator at your company to
download RingCentral Meetings for the first
time. Contact your IT administrator prior to the
start of the initial RingCentral meeting if this is
the case.

To install RingCentral Meetings:

1. Click the meeting link in the body of the
calendar or email invite.

2. Youareredirected to
meetings.ringcentral.com in your web
browser and the application downloads
automatically. Click the blue link if the
application does not automatically
download.

3. Once the download is completed, click on
the box in the lower left-hand corner of
your browser to start the installation.

4. Click Run to complete the installation of
the RingCentral Meetings app.

Once the download is complete, you will
enter the RingCentral meeting.

Rachel Mack is inviting you to a RingCentral meeting.
Join from PC, Mac, i0S orAndroid!htﬁps‘.//meetingg.rinchn‘(raI.|:Dm/i/148547’DDDD!

Or iPhone one-tap:
1(773)2311234,,14854700004,,1

Or Telephone:
Dial: +1 (773) 2311234
Meeting ID: 148 547 0000
International numbers available: https://meetings.ringcentral.com/teleconference

RingCentral

#0880

@ https:;//meetings.ringcentral.com/join?jid=1485470052
P g g Join:)

RingCentiral

Contact Us

9 If nothing prompts from browserldown\oad & run RingCentral Meetings.

c 0 | @ https://ringcentralzoom.us/support/download?os=win

Do you want to run this file?

We're now downloading RingCentral

@ Losin

. |] Name: ..arolyn.g loads\RingCentral launcher (9).exe
I Publisher  RingC 1
Meetings... B Rk e
Type: Application
Your download should automatically start within seconds. From:  causers\carolyn.g\Downloads\RingCentral_launc...

If it doesn't, restart the download.

ron J|[ cancel ]

Ol

Always ask before opening this file

ngCE‘ﬂU’a‘ Is available on Mobile and Tablet. o While files from the Intemet can be useful, this file type can potentially
@ harm your computer. Only run software from publishers you trust What's
the risk?
- Download in Download in
. App Store Google Play

Q

@) RingCentralM...exe A
5.9/11.4 MB, 15 secs left
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Meetings Reports

RingCentral
Meetings Reports helps you optimize your use -
of RingCentral Meetings by presenting usage Overview
datain an easy-to-read format.
b, Downioads

To view reports, log in to your RingCentral
online account, then click Meetings from the
Tools menu, and select the Meetings Reports
tab.

[E8] RingCentral Rooms

For more information on Meetings Reports, see
the RingCentral Office User Guide.

Messages

RingCentral

@ Dave | (B50) 555-0012 Ext 101

Call Log Contacts Settings Tools =
Usage Report
Fom: osoi20t8 BN To:| omeizote |BS | Go
Topic Meeting ID Start Time End Time Duration {min)
Documentation discussion 149-7T77-BBET 07/29/2016 07/28/2018 19
18:35:36 18:53:54
Rooms with Google integratio... 148-842-3885 a7/27/2016 07/28/2016 34
23:57:.06 00:31:04
PS offer 149-855-2163 07/22/2016 07/22/2016 a
18:58:34 18:28:15
Meeting reparts 148-801-9692 07/22/2016 07/22/2018 34
02:00:55 02:34:25
RAC Rooms/Exchange integrati, . 148-066-5004 07/18/2018 07182016 62
16:25:07 17:26:34
US/Canada GTM Updates 148-647-3615 07/13/2016 07N 32016 27
18:02:35 18:28:35
US/Canada GTM Updates 148-647-3615 06/29/2016 06/29/2018 53
18:02:39 18:54:59
RingCeniral Rooms demo 148-071-2256 06/28/2016 06/28/2016 ]
18:39:48 18:45:26

Get Help | Log Out

H & B

Participants

28

67


http://netstorage.ringcentral.com/guides/office_user_guide.pdf
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Sign In

Desktop

Open RingCentral Meetings on your desktop. Click Sign
In. Enter your unique email address or phone number,
and click Next. If entering a phone number, choose your
Country from the drop-down menu. Enter your
Password. Then click Sign In.

Mobile

Open the RingCentral Meetings app on your phone. Tap
Sign In. Enter your unique email address or phone
number, and tap Next. If entering a phone number,
choose your Country from the drop-down menu. Enter
your Password. Tap Sign In. If you have signed in
previously, select Continue as Name to quickly log in, or
select Switch Account to use another login.

Email or Google Log In

If enabled for your account, you can log in using a Google
(Gmail or G Suite) email address. Select the Google
option, and enter your email address and password. To
configure this option, see the RingCentral Office Admin

Guide.

Single Sign-On

If configured for your organization and enabled by your
administrator, you can use Single Sign-on (SSO) to
access RingCentral for Meetings. Click Single Sign On,
enter your email address, and click Continue to
complete the sign in. For more information about how
Single Sign-on is used and configured in RingCentral
Office, see the RingCentral Office Admin Guide.

RingCentral

:I Desktop

|[E] RingCentral Mectings = = [=] RingCentral Meetings - w

< Sign In

RingCeniral

Meeatings™

dave nichardsf@example com

& Or sign in with

G Google

&) Single Sign-on

[T_] Mobile

WM

RingCentral _ RingCentral
Al chargs Baexample com "f"""'“.q‘.“

Continue as Jane Smith


http://netstorage.ringcentral.com/guides/office_admin_guide.pdf
http://netstorage.ringcentral.com/guides/office_admin_guide.pdf
http://netstorage.ringcentral.com/guides/office_admin_guide.pdf
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Start a Meeting

Once you've signed in, you can get your meeting
started.

Desktop
Click the Start without video icon or the Start
with video icon to start your own meeting.

Mobile
Android: Tap Meet Now to start your own
meeting.

iPhone: Tap Meet Now, then tap Video
Conference or Web Meeting, to start your
selected type of meeting.

iPad: Tap Meet Now, then tap Video Meeting,
Screen ShareMeeting, or Whiteboard (for iPad
only) to start your selected type of meeting.

Microsoft Outlook

You can also start a meeting through Microsoft
Outlook if you have installed the RingCentral
Meetings Plugin for Microsoft Outlook.

See “Install by Downloading the App” on page 6
and “RingCentral Plugin for Microsoft Outlook”
on page 42).

[:I Desktop

RingCentral Mestings

Dave Richards = LF sertings

&

Start without video Start with video

ey
.

Schedule Join

@

Share screen

[T} Android

RingCentral Meetings

VIO

Meet Now Join
s m
& ‘\@j
Schedule Upcoming

RingCentral

ene RingCentral Meetings

Dave Richards = £ settings

Start without video Start with video

L
@

Schedule Join

oo

Meetings

Video Meeting
. Screen Share Mesting

Whiteboard

20 (o)

Schedule Meot Now Join

Video Conference

Web Meeting

Cancel

10



RingCentral Meetings | User Guide

Join a Meeting

There are many ways to join an existing
meeting. You can join a meeting with or without
signing in, from your calendar if you have
scheduled the meeting, or directly from an
invitation.

Desktop

If you are already signed in to RingCentral
Meetings, click Join. If you don’t want to sign in,
click Join a Meeting. Enter the Meeting ID and
Your Name. Then click Join.

TIP: To quickly join a previously joined meeting,
click the down arrow to see a list of previously
used IDs. Select the ID you'd like to use and click
Join.

If you have scheduled the meeting on your
calendar, you can click Meetings to see
upcoming meetings. Click Start on the calendar
entry to join the meeting.

If you have received an email invitation or link
for a RingCentral Meeting, tap or click the link
directly from your phone or computer and
RingCentral Meetings app will open.

l:l Desktop

LN ] RingCentral Meatings

Dave Richards £ serngs

Start withaut video Sta deo

-

Schedule Join

Share screen

[E] RingCentral Meetings

RingCentral

Meetings™

Join a Meeting

Sign In

Sign up for free

RingCentral

[=] RingCentral Meetings

148-3432-900

Dave Richards

Den't connect to audio
Turn off my video

D=

B0« plcia Mosting i

| 148-343-2900

Dave Richards

| Don't connect to audia

| Turn off my video

Ioin fram PC, Mac, iDS or Android: hitps

O Telephone:

* H.323

. SIP

n 17, 2015 11:00 AM to 1200 P
en Nakamura's RingCentral Meeting
} D: 148 493 0985
[Lcepy. |

[ Upcoming | Recorded | @

Wed, Jun 17, 2015
AM to 12:00 PM
Dave Richards' RingCentral Meeting
ng ID: 1488235471
| Start | | Edit | | Delete | | Copy |

Dave Richards is inviting you to a RingCentral meeting.

ningcentral com/)/ 1487440875

Or iPhone one-tap:

1(773)2319226,,1487440875H,,1

Dial: +1(773) 231 9226

Meeting ID: 148 744 0875

International numbers available: https //meetings. ringcentral com/teleconference
Or a H.323/SIP room system

199.255.120.2084#1487440875 (US West)
199.255.120.151##1487440875 (US East)

1487440875@wcrc ringeentral com (US West)
1487440875@ecrc nngeentral com (US East)

11
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Join a Meeting continued...

Mobile

If you are already signed in to the RingCentral
Meetings app, Tap Join. If you don’t want to sign
in, tap Join a Meeting. Enter the Meeting ID and
Your Name. Then tap Join.

TIP: To quickly join a previously joined meeting
for Android, begin typing the Meeting ID to
bring up a list of previously used IDs then tap
the ID you'd like to use. For iOS, tap the down
arrow to see a list of previously used IDs, tap
the ID you'd like to use, and tap Done.

If you have scheduled a meeting on your
calendar, tap Upcoming. Find the meeting you'd
like to join and tap Start.

If you have received an email invitation or link
for a RingCentral Meeting, tap or click the link
directly from your phone or computer and
RingCentral Meetings app will open.

[T_J Mobile

RingCentral Meetings

(Ja &)

Meet Now Join

A

Schedule Upcoming

< Join a Meeting

o
| 2

Don't Connect To Audio

Turn Off My Video

4Back to App Store 10:21 AM o

RingCentral

Meetings™

Connect. Meet. Collaborate,

Join a Meeting

Sign In

£ Join a Meeting

149 551 1783

Dave Richards

Don't Connect To Audio

Turn Off My Video

Join Meeting

RingCentral

Android
Refresh

€ Back My Meetings

Today, 11:00 AM

Topic: Lauren Nakamura's RingCentral
Meeting -Starl

Host: Lauren Nakamura
Meeting ID: 149-535-8971

Wed, June 17, 2015, 11:00 AM

Topic: Lauren Nakamura's RingCentral Meeting
Host: Lauren Nakamura

Meeting ID: 148-493-0986

( Home Upcoming Meetings C
Today

Dave Richards's Ri...

Dave Richards is inviting you to a
RingCentral meeting.

Topic: Dave Richard's RingCentral Meeting
Time: August 26, 2016 11:00 MA (GMT-7:00) Pacific Time
{US and Canada)

Join from PC, Mac, i0S or Android:
https-//meetings ringcentral com/|/ 1487440875
Or iPhone one-tap:
1{773)2319226,,1487440875#,,1
Or Telephone:
Dial: +1(773) 231 9226
Meeting 1D: 148 744 0875
International numbers available:

https-//meetings ringcentral com/teleconference
Or a H.323/SIP room system:

e H.323
199.255.120.2084#1487440875 (US West)
199.255.120.151##1487440875 (US East)
. SIp

1487440875@wcrc ringcentral.com (US West)

1487440875@ecrc ringcentral com (US East)

12
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Join a Meeting continued...

Mobile 3D Touch Support

OniPhone 6S and 6S Plus devices with 3D
Touch support, you can start or join a meeting
from the home screen with one simple tap.

-3] Join a Meeting

024 start Without Video

B Start With Video

RingCentral

13
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Schedule a Meeting

Quickly and conveniently schedule meetings from your RingCentral
Meetings application on your desktop computer, or mobile phone. You can
also schedule a meeting through Microsoft Outlook (see “RingCentral
Plugin for Microsoft Outlook” on page 42). When you schedule a meeting,
you are automatically the host of that meeting.

Desktop

Click Schedule. Enter a topic for your meeting. Under When, fill in the
details for Start, Duration, Time Zone. To schedule a meeting that does not
expire, check the box for Recurring meeting.

Under Video (when joining a meeting) select the button next to On or Off
next to Host and Participants to set whether you’d like video to start
immediately for the yourself and the participants. Under Audio Options,
select Telephone Only, VolP Only, or Both depending on your preferences.
Or, if configured in your account, you may select 3rd Party Audio source.

Under Meeting Options, check the box next to Require meeting password
and enter a password if you'd like to add this option. In advanced Meeting
Options, check the box next to Enable join before host if you'd like your
participants to be able to join the meeting before you join. Select Use
Personal Meeting ID to use your Personal Meeting ID for this meeting.

If configured for your account, the Schedule for Me* feature, in advanced
Meeting options, simplifies the process of scheduling meetings for other
users who have granted permission to you (in their online account) to host
their meetings. For example, an executive assistant may manage the
calendar of an executive. Under Schedule for, you can select another host’s
name, and schedule a meeting of behalf of that user.

Under Calendar, select the button next to iCal (Mac), Outlook (Windows)
or Google Calendar to create an invitation in the respective application.
You can also select the button next to Other Calendar to create a text only
version of the invitation to copy/paste into any text field.

*To display the "Schedule for" option, which provides for selecting additional
name(s) shown in the user interface, you need to have permission granted by
the other person(s). Otherwise no such an option will appear.

:I Desktop

RingCentral

@

When

Start: Fi

Duratian, [ 2w [

Time Zone: (GMT +B:00)Malay Peninsula Stan
Recurnng meeting

Viden (when joiniog a meeting)

Host: On (& Off

Participants: on @ Of

Audia Otions
Telephone Ony VolP Oy

Dial in: B00-555-1212
Access code: 987654

Meeting Dptions
Require mecting password
Enable join before host
Use Persanal Meeting 1D 587-654-3210
Oy signed:in users can join the meeting

Advanced Options ~

Topic:  Dave Richard's RingCentral Meeting

january 12,2008 - OLDOPM [

=] Min

dard Teme

Both %) 3rdl Party Audic

Schedule a new meeting &

Topic: | Dave Richard's RingCentral Meeting ]

When

Start: 9/22/2017, 4:00PM ©

Duration; t Brwe o B wMin

Time Zone: (GMT+D8:00) Beijing, Shanghal a
Recurring meeting

Video (when joining a meeting)

Hest: on Qott

Participant: on Qott

Audic Options

Telephone Only  VolPOnly  Both () 3rd Party Audio
Meeting Options
Require meeting password
Enable join before hast
[2 Use Personal Meeting ID 863-258-7410
[ Only signed-in users can join this meeting
Schedule For:
Irving Test

Advanced Options A

Calendar
®) Outiock Google Calendar Cither Calendars.
0 fia responses have been recaived for this meeting.
To. | |MenySmib@esnps con
Seod | Sabject Dave Richard s RingCentral Meeting
Ugpdate
Locatiorr | ips/mevtegs segeertral comyy1 47440575
Sgart time: | Fr /287018 30 PM = [ & day eyent

Engl time:

i 82672016 - |230mm

com/y 1487440875

Dave Richards is inviting you to a RingCentral meeting.
jain from PC, Mac, i05 or Android: hilps //meetings
Or iPhane ane-tap:

17732319276, 148744087 58,,1
Of Telephore:

Diak: +1(773) 231 9226
Meeting 1D: 148 744 0875

International numbers available: hitps /imentings nnqcentral com/teloconterence

Or a H.323/SIP room system
- Haz
199.255.120.2084# 4B7440875 (LIS West)
109.255.120.151 74 1487440875 [US East)
. s

1487440875@ecre tingcentral com (US East)

Calendar
ical Google Calendar () Outlook M&
Your meeting is scheduled.
Click the button below to copy the invitation to clipboard.
b 2z Hello,

Dave Richards is inviting you to s scheduled RingCentrol meeting.

= Topic: Set

£ ‘Time: Jun 3, 2016 300 PM (GMT-7:00) Pacific Time (US and Canada)

Join from PC, Mac, i0S or Android: hittps://meetings.ringcentral. com/j/ 1435327555
i join by phone:

Diak #1(773) 231 9226

Meeting ID; 149 892 7535

Internaticnal numbers available:
http: ings.ringcentral.com, ce

Copy to Clipboard

14
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Schedule a Meeting continued...

NOTE: RingCentral Meetings supports Global Office™, simplifying
management of office locations, even internationally. When signed in with
an international number, the default conference bridge in a Meetings
invitation automatically populates with the local country’s bridge.

Mobile

Tap Schedule. Edit the meeting topic. Enter a Date, time (next to From and
To) for Android or Duration for iOS, Time Zone, and choose Repeat
options.

Next to Host Video On and Attendee Video On, tap the switch on or off to
set whether you'd like video to start immediately for the yourself and the
attendees.

Next to Audio select the button next to VolP, Telephone, or Both
depending on your preferences.

Enter a Meeting Password in the text field if you'd like to add this option.

Next to Participants Can Join Before Host and Add to Calendar, tap the
switch on or off to set whether you'd like to turn these options on or off.

When you are finished tap Schedule for Android or Done for iOS in the
upper right corner.

Choose to Add Invitees via one of the applications on your phone or
choose to copy and paste the invitation into a text field for Android or send
amessage to your invitees with the invitation link for iOS.

mAnd roid

Schedule Meeting Schedule

Henry Smith's RingCentral Meeting

Date

From

To

Time Zone

Repeat

Host Video On

Attendee Video On on @

Audio

[ ios
’Schadu\e Meeting Done

Starts Today, 9:00 AM
Duration 1 hour

Time Zone America/Los_Angeles

Repeat Never
Host Video On ()
Attendee Video On O
Audio Option Both

Cancel  Schedule Meeting Schedule
To P

Time Zone

Repeat

Host Video On

Attendee Video On

Audio

Participants Can Join Before Host

Add to Calendar
Cancel  Schedule Meeting Done

Time Zone America/Los_Angeles

Repeat Never

Host Video On " @
Attendee Video On O
Both

Audio Optien

Meeting Password

Allow Join Before Host

Add to iCalendar O

RingCentral

Add Invitees via

N Email

o Hangouts

z)  Messaging

° Copy to Clipboard

New Message Cancel

To: | @

Click https://
meetings.ringcentral.co
m/j/1487533517 to start
or join a scheduled

{51 RingCentral mesting. Send
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Invite Participants

Send participants a calendar event, email, or direct
link.You can invite participants to a scheduled
meeting or directly from an active meeting. If you'd
like to invite participants to a new meeting, see
Schedule a Meeting.

RingCentral Office Enterprise users can have up to 75
participants per meeting; Premium users can have up
to 50 participants per meeting; and Standard and all
other Office users can have up to 4 participants per
meeting. The number of participantsincludes the host.

Desktop

To invite participants to a meeting you scheduled,
click Meetings. Click Edit. Under Calendar, select the
button next to Outlook or Google Calendar to create
aninvitationin the respective application or select the
button next to Other Calendar to create a text-only
version of the invitation to copy and paste into any
text field.

For information on customizing your invitation to add
content at the end of the invitation email template,
see the RingCentral Admin Guide.

To invite participants to an active meeting, click
Invite Others on the main screen (video turned off) or
click Invite at the bottom menu bar.

Click Default Email, Gmail, or Yahoo mail to use an
email service to send an invitation. Click Copy URL or
Copy Invitation to paste into any text field.

C_JDesktop
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Invite Participants continued..

Mobile

To invite participants to a meeting you
scheduled, tap Upcoming to view the meeting
event. Tap a meeting to edit it. Tap Add
Invitees.

On Android, choose an application to use to
send the invite. Once you choose an application,
the meetinginvitation will be populated into the
text field of that application.You can also
choose Copy URL to copy the meeting URL and
paste it into any text field.

OniOSs, tap Send Message or Copy to
Clipboard to send your invitation.

To invite participants from an active meeting,
tap the screen to bring up the bottom menu bar.
Tap Participants then Invite to choose an
application to use to invite other participants.

Choose an application to use to send the invite.
Once you choose an application the meeting
invitation will be populated into the text field of
that application.You can also choose Copy URL
to copy the meeting URL and paste it into any
text field.

m Android

RingCentral Meetings

=

Meet Now

[T Jios

Join

o3

Upcoming
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RingCentral Meetings
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Schedule
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Upcoming

< Back My Meetings Refresh

Today, 11:00 AM
ol

 Nakamura's RingCentral
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< Home Upcoming Meetings e
Today
Dave Richards's Ri...

Dave Richards's Ri...

€ My Meetings  Info Edit
When
Topic
Meeting 1D
Duration
Add§ vendar
Add Invitees

Delete Meeting

Info
‘When
Topic Dave Richards's Ri
Meeting 1D
Duration
Stal sting

Add invitees

Delete Meeting

Send Message

Copy to Clipboard

Cancel

Add Invitees via

Email
Inbox
Gmail
Hangouts
Messaging

Copy to Clipboard
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9
=)

clon

17



RingCentral Meetings | User Guide

Share Screen

To instantly share screen from a desktop when
a proximity signal is detected, select the Share
screen option. You may either enter a Meeting
ID, or you may enter a Sharing Key (available
with RingCentral Rooms). Click Share.

[ Rl ] RingCentral Meatings

Ariana Bradford

Start without video

gi
.}

Schedul

(]

Share screen

Join

ﬁ Settings

Start with video

Share Screen

RingCentral

Share
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Navigate from Meetings to Glip

The integration of RingCentral Meetings with
RingCentral Glip team messaging allows
organizations and teams to collaborate more
effectively. Also, RingCentral Rooms and Room
Connector are available add-ons to meet your
conference room needs.

You can easily navigate between RingCentral
Meetings and RingCentral Glip through the
product interfaces.

To access RingCentral Glip from RingCentral
Meetings, select the Glip icon in the lower menu
bar. Once in RingCentral Glip, you can access
the Glip collaboration features. For more
information on collaborating with your teams
using RingCentral Glip, see the RingCentral Glip
online user guide.

Similarly, in RingCentral Glip, you can access
RingCentral Meetings by clicking the Meetings
icon in the lower menu bar. This improves your
Glip experience by allowing you to launch video
meetings with your Glip contacts or teams.

A Meslings eeeee =

o 9:41 AM

Contacts

My Teams

My iPhone Contacts

Amanda Smith
Amy Wang
Andrew Lewis

Austin Young

Beth Anderson

Rlaka Harric

8 6 B8

Tasks Contacts Calendar

O

Meetings

HN<XSE<CAWDOVOZErXc-—IOTMMOODY

9:41 AM

RingCentral Meetings

Start with video

N

Upcaming Meetings

Mestings

Schedule

4

@

Contacts.

©

Settings

Join

\ 4

o

aip

¥

Home

RingCentral

2:41 AM

Home

Amanda Smith
Started a video chat.

Marketing Communicatio...

Gina: Hi Patrick Burton...

Amy Wang
That's great!

Andrew Lewis
I will complete quarterly...

Randall Glover
(J You created a task.

Anna Martin, Jeff Middleto...

Anna: Jeff, we should ...

Daniel Scott
Let's discuss the delay here.

B @® B

Tasks Contacts ‘Calendar

8:35 AM
7:02 AM
Yesterday

Saturday

Saturday

4

O

Meetings
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Online Meetings and Web Share

RingCentral Meetings is a video conferencing system with a rich set of
screen-sharing capabilities. When you start or join a meeting, you will see
the Meetings screen, which, depending on the settings, will show images of
the other attendees as they join. It can also show the desktop or specific
windows or applications displayed on the desktop of the host or one of the
participants.

:| Desktop

The Meetings screen offers options and settings, depending on your device
and whether you are host or participant. RingCentral Meetings is designed
for open exchanges and interactive communications. Participants can
control their own audio and video displays, and share their desktop
screens; control is not limited to the host.

v W .’ ~ @ @

Join Audio  Stop Video Manage Participants  Share Soreen Record

Jon (8] 149-383-8829
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Host Meeting Controls

The Host has special controls for managing the
meeting and participants.

Join Audio/Mute: Dial in or call via device
audio then mute or unmute microphone
Settings (Audio)

Start/Stop Video: Turn video on or off
Settings (Camera)

Invite

Manage Participants: Open the
participants list to view more controls
Share Screen

Chat

Record

End Meeting

Join Audio/Mute: Dial in or call via device
audio then mute or unmute microphone
Start/Stop Video: Choose to use a front,
back, or nocamera

Share Content

Participants: Openthe participants list to
view more controls

More

End

Manage Participants  Shars Screen

Microphone
+ Transmit (Plantronics Savi 700

Microphone (High Definition Audio Device)

Speaker
S27D850 (Intel(R) Display Audic)

Speakers (Plantronics Savi 7x¢)

+ Speakers (High Definition Audio Device)

Leave Computer Audio

Audio Options...

Camera

v Integrated Webcam

Video Settings...

RingCe
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Host Controls of Participants
Desktop

Hosts can control certain functions of all participants by opening the
participants list. The host can control some functions from the participants
list and by clicking on More to see more options. These functions include:
Mute All

Unmute All

Mute on Entry

Play Enter/Exit Chime: play a chime whenever a new attendee joins.
Lock Meeting: No additional participants will be able to join the
meeting.

6. Lower All Hands: Host can lower all hands.

AN E

The host can select a participant and see options depending on their
current settings and, under More, settings as configured in your online
account. The individual participant functions the host can control are:
a. Lower Hand (if participant’s hand is raised)
b. Unmute/Mute
c. More
e Chat
e Askto Start Video/Stop video
e PinVideo: pinthe participant's video during screen share or switch
to the active speaker.
e Spotlight Video: makes the participant the primary active speaker.
All participants will only see this speaker as the active speaker.
e MakeHost
e Make Co-Host: see “Assign a Participant as a Co-Host”.
e Allow/Forbid Record (Desktop only)
e Assign to type Close Caption: see “Assign a Participant as a Co-
Host”.
e Rename
e Putin Waiting Room
e PutonHold: an on hold participant cannot hear audio or see video
e Remove: Remove participant.

9 John Smith (Host, me)

&&&

m e Samantha Sm...

RingCentral

Chat
Ask to Start Video

Make Host

Make Co-Host

Forbid Record

Assign to type Closed Caption
Rename

Put in Waiting Room
Remove

1 Mute Participants on Entry

v Put Attendee in Waiting Room on Entry

v Play Enter/Exit Chime

o Lock Meeting
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Host Controls of Participants
continued...

Mobile

Hosts can control certain functions of all
participants by tapping on More in the toolbar.
These functions include:

1.

2.

3.
4.
5

Lock Meeting: No additional participants
will be able to join the meeting

Lock Share: Only the host can share
screen

Mute on Entry

Play Enter/Exit Chime

Lower All Hands: Host lowers all hands

From the Participants list, the host can mute or
unmute all participants, or can select a
participant and see options depending on their
current settings. The individual participant
functions the host can control are:

a.

b.
C.
d

i)

Lower Hand (if participant’s hand raised)
Mute/Unmute

Chat

Make Host: allows the Host to make a
Participant the Host of the meeting.

Ask to Start Video/Stop video

Remove: Removes the participant from
the meeting

Allow/Forbid Record (if participant is on
a desktop)

Rename

Close

Close Participants (3)

@ Henry Smith
® Lauren Nakamura
@ Dave Richards

Lauren Nakamura
Lower Hand

Mute

Chat

Make Host

Ask to Start Video

Remove

Allow Record

Rename

RingCentral

Participants (3)

@ oave Richards i )
LA
@ Lauren Nakamura ¥ omil
il
Liak © Herry St »
wmi

Lower Hand

Mute Audio
Chat
Make Host
Allow Record
Ask to Start Video
Rename

Remove

Cancel ]
-
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Approve Participants Joining

The waiting room feature, if enabled, allows the
host to approve participants joining a meeting.
Click Admit to approve the participants joining
the meeting, or click See waiting room to
approve or remove participants individually.

Once in a meeting, the option can be enabled
under Manage Participants under More.

While participants are waiting to be admitted,
they will see the message “Please wait, the
meeting host will let you in soon.”

2 people have joined the waiting room

for this meeting

Soa waiting room

- Participants (4]
3 people are walting

1 participant in the meeting

@ Dawe Rachards (Host, me)

RingCentral

| Forsg sl g by £ 7% BT RL

Please wait, the meeting host will let you in seon.

abby's Personal Meet ng Room

‘-' Participants (2)

Chat

Aszk to Start Video

¥ake Host
B ...

Aemarne

Put in Waiting Room
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Assign a Participant as a Co-Host

The host can make another participant a co-
host of a meeting. This can be useful to allow @ Jean chan [ wvute | More |
.« . . . Chat

another use‘r to manage thg admlnl‘st'ratlve side _ Da you want fo niake Jeari the co-ost of this
of the meeting, such as muting participants or Ask to Start Video meeting? i
starting/stopping the recording. p Make Host :
A co-host has the same privileges as a host, pename Cancel

. Put in waiting room
except that a co-host will not be able to end the

. Remove
meeting or make another user the host. Also,

hosts are able to withdraw co-host permissions.

@ Jean Chan is the co-host now
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Attendee Attention Tracking
To use attention tracking in your meetings or L wm

webinars, begin your meeting or webinar, and @ Dave Richard #
click the Manage Participants icon. As host you e IR IS, e

can see an indicator in the Participants panel of

ameeting or webinar if an attendee does not @ o Jane ' 'i
have Meetings in focus more than 30 seconds

while someone is sharing a screen. @ Mi Phone

Miute Al Linrmsia All Wikoing »
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Participant Controls

Participants have standard controls at the bottom menu bar of the meeting
as well as the Raise Hand and Rename (Windows and Android only)
features.

Desktop

1.

ok wd

Join Audio/Mute: Dial in or call via device audio then mute or
unmute microphone.

Settings (Audio)

Start/Stop Video: Turn video on or off.

Settings (Camera)

Invite: Send invitations to participants.

Manage Participants: View other participants and see more options.

a. Raise Hand: If you'd like to notify the host that you need their
attention, use the Raise Hand feature. The Host will get a
notification that you have raised your hand. Click Participants
to open a list of participants. At the top of the pop-up, you will
see Raise Hand. Click Raise Hand.

b. Rename: On Windows at the top of the Participants pop-up,
you will also see Rename. You can rename yourself by clicking
Rename.

Share Screen: Share your screen or, if another person is sharing, send
arequest to the host to share your screen.

Chat: Instantly exchange messages with individuals or all meeting
participants.

Record: Send the host a request to record the meeting. Once the

host has allowed you to record, you can begin recording the meeting.

10. Leave Meeting

@ Henry Smith (me, participant ID : 32) -

Dave Richards (host) 8 m

[ @ Lauren Nakamura (me, participant ID : 18) 8 m I

<

Raise Hand Rename Reclaim Host

RingCentral

Lauren Nakamura raised hand

‘ﬂ £h3

Invite Manage Participants Share Screen
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Participant Controls continued..
Mobile

1.

2.
3.

Join Audio/Mute: Dial in or call via device
audio then mute or unmute microphone.
Start/Stop Video: Turn video on or off.
Share Content: Share content along with
your screen.

Participants: available options.

a. Chat: Start a chat sessionwith a
selected participant or everyone.

b. Invite: Invite a participant to the

current meeting by one of these methods:

e Email

e Message

e Copy URL

e Invite H.323/SIP Room System
Select your name to see more actions:
a. Raise Hand: Notify the host that you
need their attention. The Host gets a
notification that you raised your hand.
b. Rename: Rename yourself.
Leave

Henry Smith

Raise Hand

Rename

Raise Hand

Rename

Cancel

RingCentral

Jon [3] 149-383-8829
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Desktop Screen Share

When in a meeting, any participant can click or
tap Share Screen on the desktop or mobile app
to share files, windows, applications, or the
entire screen. From the bottom menu bar, click
Share Screen. Choose which window or
application you’'d like to display. Click Share
Screen. You will see a green outline around the
screen you are sharing.

Use the Whiteboard feature to turn your
desktop into a personal whiteboard and share
your brainstorm or meetings notes. Select
Whiteboard to start sharing. You will see a
blank page with annotation tools at the bottom
of the screen. Tap each tool to use it.

You have Advanced options at the bottom of
the window for Share computer sound and
Optimize for full-screen video clip. Check the
box next to these options to turn them on.

Enable sharing from an iPhone or iPad from
your desktop using Airplay. Follow the
instructions above, but choose to display
iPhone/iPad. Follow the instructions to connect
your iPhone or iPad to Airplay on your desktop
to share your iPhone or iPad screen. When
sharing from an iPhone or iPad, use the desktop
tools to control screen sharing.

If enabled in your account and client settings,
you may also share the Meetings window. This
feature allows Meetings to be demonstrated.

insert

Ll e &

Paoffible Table |[Cokmn Ume  Be  Bar

Ares XY Other
= (Saiten” Chads

@ Select a window or an application that you want to share

RingCentral

L mm @A @ @

RingCentral | Phone System, Vo..  Document3 [Compatibility Mo Microsoft Excel - Spreagsheet2
Share computer sound Optimize for full screen video clip

i SN o
o Hesser Wordint Sgnatire ORjea Symbel
Go_afooter " fme”

Choose Wi fi network. GoldBlooded

select AirPlay

Stare  [z)Seles 3]

s 313765

308,092
97,492
303,484
396,891
51,168
251,390
392776
259,654
225,184
335785,

Tolal Sales by Store )

Region  Sales
@s 718258
@s 534,389
et @s 1009268
- 343!

Total Sales by Category

Category _Sules

thoose RingCentral-lauren.nakamura

& Follow the instructions below on your iPhone/iPad.
o
2]
(3]
4]

navle Mirroring

‘TOTAL SALES BY CATEGORY

X Avtomotive ® Gardening @ Electronics
®Sporfing @ Housewares
I Gomes

105

AirPlay Done

o)) iPhone v

[ RingCentral-lauren.nakamura

With AirPlay Mirroring you can send everything
on your iPhone's display to an Apple TV,

wirelessly.

29



RingCentral Meetings | User Guide

Share Dual Cameras

Screen sharing a camera input allows for
sharing a camera connected to your computer.
This will allow using two cameras at once during
ameeting. This is commonly used when needing
to share a document camera, also known as a
visual presenter.

To share acamerain a meeting:

In a meeting, select Share Screen.

Select Camera.

Select Share Screen.

If you need to choose a different camera,
choose Switch Camera at the top left.

PO

RingCentral Meeting ID: 543-2165-4321 Participant ID: 40
Select o window or an application that you want to share

Options are not available when multiple people can share at the same time

PhonefiPad

Camera

RingCentral
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Desktop Screen Share Settings

a. Join Audio/Mute: Mute or unmute your
audio.

b. Start/Stop Video: Start or stop your
video.

c. Manage Participants: View other
participants and see more options.

d. New Share: Choose to share a different
window.

Pause Share: Pause screen share.

f.  Annotate: Create an interactive meeting
using the Annotate feature.

g.  Remote Control: While screen sharing,
you can give another desktop participant
control of your mouse and keyboard.
Users can request the remote control
when viewing another participant’s
screen.

h. More: See the following options:

e Chat
e Invite
e Record
e Allow/Disable Attendee Annotation
e Audio Options
e Video Settings
e End Meeting
i. Stop Share: Stop sharing your screen.

l:l Desktop g

B

Insert

s |

9
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Y
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Bookl - Microsoft Excel

Join Audic  StopVideo Participants  NewShare  PauseShare  Annofats  Remots Control More.

T P 0 vee |
Give Mouse/Keyboard Control to

Lauren Nakamura

Original Size
Request remote control
Annotate

Exit Full Screen

Chat

Invite

Record Alt+R

Disable Attendee Annotation
Hide Video Panel

Audio Options...
Video Settings...
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Desktop Annotation
When you are screen sharing, you can annotate your screen. Get your |:| Desktop
participants involved and allow them to annotate your content.

rd Chat

— 5
‘A 1] 2 I 5
Join Audio  Stop Video  Participants  NewShare  PauseShare  Annotate  Remote Control
B Stop Share

Invite

Participants on other desktops or iOS devices can co-annotate content
shared from any desktop.

Record

Disable Attendee Annotation
Show Video Panel

Audio Options...

Access the annotation tools by clicking on Annotate at the top of the
screen share menu.

Video Settings...

o d

Text Draw Spotlight Eraser  Format

Optimize Share for Full-screen Video Clip

Alt+Q

The annotation toolbar will appear with the following tools:

a. Mouse: Display your mouse pointer on your screen.

b. Select: Select an area of your screen.

c. Text: Add text into the annotation (Windows only).

d. Draw: Choose from athin or thick brush, straight line with or without
arrow, and solid or outline square or circle to draw with on your
screen.

e. Spotlight/Arrow: Spotlight and arrow function as alternative
pointers. Spotlight displays a red target-like shape that animates
when the mouse is clicked. Arrow displays a colored arrow with the

W Stop Share I

participant’s name on it to signify who is pointing for clear w B - e
communication. il iy e T ~ & &
f.  Eraser: Use the eraser to remove an existing annotation. e e e ——
g.  Format: Choose the color, line width, and font of your annotation.
h. Undo: Undo the most recent annotation.
i. Redo: Redo the most recent annotation. T — Y S HCAIECORY

i

@s
@s

j.  Clear: Choose to Clear All Drawing, Clear My Drawing, or Clear
Other’s Drawing.
k. Save: Save the annotated content.

ole Njo o s W o~

clelzls =8

You can Enable and Disable Attendee Annotation from the More menu.

i

5=

¥ Automotive ® Gardening ® Electronics

n
=

Tjewelry ®Sporting  ®Housewares

~

e
a

= Books Z Games

2
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Mobile Share

When on a mobile device, you have the option
to share content along with your screen.

While in an active meeting, tap the screen to
bring up the menu. Tap Share Content then tap
one of the following options:
Photos: Choose a photo stored on your
device todisplay.
Document: Choose a document stored
on your device to display.
Dropbox: Use the Dropbox application
on your device to share afile from
Dropbox.
Box: Use the Box application on your
device to share afile from Box.
Google Drive: Share a file from Google
Drive.
One Drive: Share afile from One Drive.
Web URL: Enter a Web URL to display.
Bookmark: Choose one of your
bookmarks on your device to display.
Whiteboard: Turn your iPad into a
personal whiteboard and share your
brainstorm or meetings notes. While in
an active meeting, tap the screen to
bring up the menu. Tap Share then tap
Whiteboard to start sharing your
whiteboard. You will see a blank page
with annotation tools at the bottom of
the screen. Tap each tool to use it.

RingC

[a=l http://m.ringcentral.com ©

: RingCe
Share Photos 800-820-3676

Share from Dropbox

Document

Your complete
Box Share from Box cloud phone system

Dropbox
Share from Google Drive
Google Drive

OneDrive Share from One Drive

Web URL Share Web

Bookmark
Share from Bookmark

Screen
. [ Cancel

541-744-7745

Share Photos
Share from Dropbox

Share from Box

Share from Google Drive

Share from One Drive
Share Web

Share from Bookmark

Share Whiteboard P » , OO T @ & A 0
Ove Undo Fado Clowr
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Mobile Annotation Settings

When sharing from your phone, you have the
option to annotate directly from your phone.
Other meeting participants can co-annotate
content shared from iOS devices on their
desktops and iOS devices.*

Tap the screen to bring up the menu. Tap Share
and tap your choice of sharing options.

Once you are sharing, you will see the
annotation icon. Tap the annotation icon to
start marking up your screen.

The mobile annotation options are:

e Stop Annot...: Stop annotating your
screen.

e Spotlight: Displays a red target-like
shape in place of a mouse pointer.

e Pen: Mark up your screen as you share
with your participants.

e Highlighter: Highlight text or mark up
your screen with a semi-transparent
color.

e Erase All: Click Erase All to remove all
markup on your phone’s screen.

e Color: Choose the color of your
annotation and stroke width.

e Stop Share: Stop sharing your phone’s
screen and return to the meeting.

*Co-annotation of content shared from an
Android device is unavailable.

Photo

Document

Box

Dropbox

Google Drive
OneDrive
Web URL
Bookmark

Screen

800-820-3676

Your complete
cloud phone system

L]
R il
-

Easy to set up, use, and manage. Voice, text, fax,

Line width:8px .———
[ ) e

3 &

,. < &
Spotlight Pen Highlighter Erase All Color

on [ 149-383-8829

Share Photos

Share from Dropbox

Share from Box

Share from Google Drive

Share from One Drive

Share Web

Share from Bookmark

[ Cancel

RingCentral
® 3800-820-3676

Your complete

cloud phone system

Easy to set up, use inage. Voice, text, fax,
online meetings, audio conferencing and much
maore.

Download app

L » i

,’ 4 & .4
Spotlight Pen Highlighter Erase All Color

RingCentral

m http://m.ringcentral.com OI

RingCentra
800-820-3676

Your complete
cloud phone system
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Record Meetings

RingCentral meetings can be recorded from the
desktop app by clicking the red Record button
while a meeting is in progress. You can record
audio-only meetings, video meetings, and
screen share meetings.

To start recording, click Record. This option
will change to Stop Recording after you have
started recording.

If you are screen sharing, click More to bring
up more options. To start recording, click
Record. This option will change to Stop
Recording once you have started recording.

Participant Recording

Participants can record a meeting if the host
manually allows them to record. The host will
have to allow each participant to record the
meeting from the Participants list. The host can
click the participant’s name, click More (if on a
desktop), and click Allow Record.

The Allow Record option changes to Forbid
Record after allowing so the host can remove
this permission at any time.

Accessing a Recording

Recordings are saved to a folder on the desktop
computer when the meeting ends and can be
shared with others by forwarding or posting the
multimedia file. You can set the file location for
your recordings in your settings.

:I Desktop

Mute

[E] Participants (3)

Mute All

Unmute All

Dave Richards (host, me, participant ID : 45)

@ Lauren Nakamura

Henry Smith

Lock Screen ...

More >

StartVideo  Manage Participants

Chat
Close
Ask to Start Video

Make Host
Allow Record

New Share

Participants (3)

‘IB Henry Smith Wl
Rename

' @ Lauren Nakamura
Remove

@ Dave Richards il Mute

RingCentral

3
]| Y 4 e

Pause Share Annotate More

W Stop Share

Chat

Invite
» Record Alt+R

Disable Attendee Annotation

Hide Video Panel

Audio Options...
Video Settings...

[T_J Mobile

Lauren Nakamura
o ' Lower Hand

Chat

Make Host

Ask to Start Video

Remove

Allow Record

Rename

Invite H Mute All I Unmute Al l
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Chat

Chat with other participants during your
RingCentral meeting. You can choose to chat
will all meeting participants or just a select few.
Auto saving chat: the chat will be automatically
saved after each meeting has ended for the host
only, in the recordings directory.

Desktop

While in a meeting, click the Chat button at the
bottom of the RingCentral Meetings screen.
Click Everyone to chat with all participants or
click a participant’s name from the list to chat
privately. Type your message in the text box
and hit Enter on your keyboard to send your
message.

When you receive a message, you see a
notification next to the Chat button in the
bottom menu. Click Save Chat to save a
transcript of your conversation.

Mobile

While in a meeting, you can tap the screen to
bring up the menu. Tap Participants. Tap
Chat(s) in the bottom menu to chat with all
participants or tap a participant’s name to chat
privately (tap Chat on the pop-up menu to chat
if you're the host). Type your message in the
text box and tap Send to send your message.

When you receive a message, you see a
notification next to the Participants buttonin
the bottom menu.

:l Desktop

from Lauren Nakamura to All
Thank you!

[=] RingCentral Meetings Group Chat

RingCentral

peil=l

RingCentral Meetings Group Chat pe=rl=)
Where can [ find the presentation for this

Henry Smith (host)

Lauren Nakamura

From Me to Everyone:

meeting?

From Henry Smith to Everyone: 2
T'will send an email with today's presentation
this afternoon.

From Lauren Nakamura to Everyone:

That would be great!

From Me to Everyane:

Thank you

Send to: Everyone Save Chat

Everyone

this afternoon.

Laure

That would be great!

From Me to Everyone:
Thank you.

with you later

From Henry Smith to Everyone:
1 will send an email with today's presentation

Nakamura From Lauren Nakamura to Everyone:

From Me to Henry Smith: (Privately) 3
I need to run to another meeting. I'll catch up

Send to: Henry Smith  (Privately) Save Chat

®

Lauren Nakamura

Lower Hand

Mute

Chat

Make Host

Ask to Start Video

Remove

Allow Record

Rename

Name

Lower Hand

Mute Audio

. Chat

Make Host

Allow Record

Rename

Remove

meeting_saved_chat txt

Ask to Start Video

3,28 Personal Meeting Room 8770080136
v %
~  Date Modified Sz Kind

9:53 AM 239 bytes  Plain Text

< Ba’Henry Smith

5 ), From Henry Smith to All
That would be great.
Smith (privately)

T Smith
g’ Let's meet tomorrow to review and
prepare for our meeting next week,

éy Fram Henry Smith (privately)
That sounds good.

Cancel

Send

< Ba’chm with All

From Lauren Nakamura to All

Where can | find the presentation for this

meeting?

From Dave Richards to All
1 will send an email with today's
presentation this afternoon.

:;\ From Henry Smith to All
That would be great.

[ T th (privately) 4
@ Let's meet tomorrow to review and

prepare for our meeting next week.

@ Fron ¢
3 That sounds good.

Send
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Closed Caption

Add closed captioning to the meeting. The host
can type the closed captioning, or assign
someone else to type the closed captioning.

Click Closed Caption. To type the captioning
yourself as host, select | will type. To assign
someone else, click Open Manage Participants.
In the Manage Participants panel, hover on a
participant, and in the More menu select Assign
to type Closed Caption.

To save a history of the closed captioning
session, click Save Closed Caption history.

Assign someone to type

Pause/Stop Recording Closed Caplion

Support

1234556789

testing

RingCentral

Closed Caption - Broadcasting

Save Closed Caption history

37



RingCentral Meetings | User Guide

Breakout Rooms

Breakout rooms are sessions that are split off
from the main RingCentral meeting to allow the
participants to meet in smaller groups. you can
use breakout rooms for collaboration and
discussion of the meeting.

After a host opens a breakout room, the
participants in that breakout room will enter a
new meeting session with controls similar to the
meeting. The host can move participants back
to the original main session.

When the host ends the breakout rooms, the
participants are notified and given the option to
return to the main room immediately, or in 60
seconds.

Closed Caption | Breakout Rooms

1 Breakout Rooms

Assign 1 participants into 1 . Rooms:

o Automatically Manually,

1 participants per room

g . Create Breakout Rooms

All existing rooms will be replaced.
Assign 1 participantsinto | 1 | Rooms:
© Automatically Manually
1 participants per room
y  Recreats All Rooms
H”"“” e ~ Add a Room
Participant

~ Breakout Room 1 1
rcadmin
~ Breakout Room 2 Assign

~ Breakout Room 3 # Rename X DeleteRoom  Assign

Recreate ~ Add a Room

= Breakout Room 1

~ Breakout Room 2 oin

Broadcast a message to all ~ Close All Rooms

[=] Breakout Rooms

q
@ The host is inviting you to join Breakout Room:

& =

Breakout Room 1

[=] Breakout Rooms

Breakout Rooms will close in 51 seconds.

You will be returned to the main session automatically

X

)

s Em

Joining Breakout Rooms...
Breakout Room 1

It might take a few moments.

RingCentral
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Remote Support
Remote Support allows the meeting host, who
may be an IT employee or a support agent, to
provide remote support to a participant by
remotely controlling a Windows or Mac
computer. The user initiating the support
session can:

e Request Desktop Control

e Request Application Control

e Request Computer Restart

Select Request Desktop Control to prompt the
remote user to share their desktop. After the
request is made, the remote end must select
Grant Permission and may need to accept an
additional admin prompt allowing them access
to make changes. Once granted, the host will
have remote control of the far end’s desktop.

Select Request Application Control to prompt
the remote user to share a specific application.
After the request is made, the remote end must
Grant Permission and will be prompted to
choose which application to share.

Select Request Computer Restart to prompt
the remote user to restart their computer. Once
restarted, they will rejoin the meeting.

Request Desktop Control
Request Application Control

Request Computer Restart

@.ﬂ.

n Support

o~

RingCentral

=1

%, Request to control your desktop

your desktop.

N

Deny

>

Melly Parker is asking for permission to remotely control
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Far End Camera Control

Far End Camera Control, if enabled, allows
another user to take control of your camera and
use Pan-Tilt-Zoom (PTZ) functionality of the
camera. The webcam must have these features
for this to work. The host of the meeting is the
only user that can request far end camera
control.

To use Far End Camera Control:

=

Start a meeting.

Once in the meeting, select the video of
the user you'd like to request camera
control from and select Request Camera
Control.

Note: If the user does not have a camera
with PTZ capabilities, you will not be able
to request Camera Control

The far end will receive a prompt to
approve the camera control

Once approved, the controls will appear
to pan, tilt, and zoom the users camera.

Invite

Manage Participants  $hare Screen

RingCentral

P Reguest Camers Control

Racuast Camera Cortras
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End a Meeting

As a host, you will see the option to end a meeting. Ending a meeting will
end the meeting for all participants. All participants will be disconnected
once a meeting has been ended. If you'd like to leave a meeting, you'll need
to assign another participant as the host before you do so. Once you are no
longer the host, you will see the option to leave the meeting rather than
end the meeting.

Click End Meeting to end the meeting for all participants.

Tap the screen to bring up the menu. Tap End to end the meeting for all
participants.

Leave a Meeting
Participants will see the option to leave a meeting.

Click Leave Meeting in the right corner of the bottom menu bar.

Tap the screen to bring up the menu.Tap Leave to leave the meeting.

Ring

:I Desktop

E; End Meeting or Leave Meeting? %

To keep this meeting running, please assign a Host before you click Leave
Meeting.

I'd like to give feedback to RingCentral Meetings

End Meeting for All Leave Meeting Cancel

i ®

Manage Participants _ Share Soreen  Chat

clon [3] 149-383-8829

To keep this meeting running,
please assign a Host before you
click Leave.
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RingCentral Plugin for Microsoft Outlook

RingCentral Meetings directly integrates into Outlook to allow you to
schedule or start an online meeting. When you schedule an online meeting
within Outlook, the meeting is automatically synced with the RingCentral
Meetings app. You can instantly launch an online meeting from Outlook.

Schedule an Online Meeting from Outlook

You can schedule a RingCentral Meeting from Outlook. Prerequisites:
e Launch Outlook (version 2013 or later) with Meetings plugin.
e Launch RingCentral Meetings version 3.7 or later.

To schedule a meeting from the Outlook main window:

Select the icon for Schedule a Meeting in the Outlook main window.
In the RingCentral Meetings client, click Schedule.

Select the RingCentral Meetings details, and click Schedule.

The Outlook meeting populates with the Meetings information. Note
that the format of the email invitation will be text (default) or HTML
(if enabled for your account). For information on customizing your
invitation to add content at the end of the email template, see the
RingCentral Admin Guide.

5. Send the meeting invitation from Outlook.

6. The meetingis reflected in both Outlook and RingCentral Meetings.

PO

To schedule a meeting from a scheduled appointment:

In a scheduled appointment, select Schedule RingCentral Meeting.
In the RingCentral Meetings client, click Schedule.

Select the RingCentral Meetings details, and click Schedule.

The Outlook meeting populates with the Meetings information.
Send the meeting invitation from Outlook.

The meeting is reflected in both Outlook and RingCentral Meetings.

ocouhkhwbdE

NOTE: When a RingCentral meeting is canceled from the Outlook
calendar, it is automatically removed from the RingCentral Meetings app.
However, if the meeting is deleted from RingCentral Meetings, the change
will not impact the Outlook calendar.

RingCentral

Ends: 17202018 || 11:30AM |

& This invitation has nat been sent.
Message  Scheduling Assistant

Hello,

Topic: Team Meeting

@ Outlook File Edit \Miew Message Format Tools Window
L BN
&0 6l d E @ &) (w9
. PSR S e |
) Team Meeting - Meeting
H o 0o E
e
L B R ey o eelm G Ry &
Soid  Scheduling  Gancel  New E-mal Foply Al  Reminder: |15 Minutes 1™ Recurrance Check Names G
From; | Ringcentral (Wendy Wang)
To: | ‘Wendy Wang  Ted Yoshikawa
Subject: | Team Meeting
Location: | hitps://meeti central com/i/1491204133
Starts:  1/20/2016 ||| 11:00AM | All day event ) By

‘Wendy Smith is inviting you to a scheduled RingCentral meeting.

Join from PC, Mac, i0S or Android: https://meetings.ringcentral.com/j/1451294133

Duration: M = e i
Mreion _Lnn‘:u_ _Cll!ng_e Settings hmqu ﬁ.lngCe_nnjll Meel_‘llu

ene RingCentral Meetings
Recoded ¢
‘Wed, Jan 20, 2016

11:00 AM 1o 11:30 AM
Topic: Taam Maating
Meeting ID: 1491284133

Start Edit Delete

Copy

Mg by Ars i

RingCentral

Meeotings™

Jane Smith n Fvitng you D a MngCentral mestng

Join RingCentral Moeting

Przne one-tap SAITESINNIIE _EICASSI T 30

Mastrg UL

Join by telephone
Ot N TTH 2N W
Mastrg 10 650 848 1212

Seratooal maTters

Join from H.3ZW/SIP room system
HIY 100 7451 20 208000505551 712 A5 Wit
199 754 170 15100508551 212 AUS Eanty
- 650556121 2@wore rrgoestral com (US Weaty

BHBES121 MBwom: ringrerten o U6 Fast
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Start a RingCentral Meeting from Outlook
You can instantly launch a RingCentral Meeting from Outlook:

Prerequisites:
e Launch Outlook (version 2013 or later) with Meetings plugin.

e Launch RingCentral Meetings version 3.7 or later.
To launch a meeting:

1. Select the Start Instant Meeting icon in the Outlook main window.

2. Select Start with video or Start without video.
3. The RingCentral Meetings client launches the meeting.

RingCentral

@ Outlook File Edit View essage Format Tools Window
o0 e
-

0 & de E @ (™

<
o siome i ] o J] = Start with video L—
: u Start without video

28 B & sgre——ig b
_NJ /X
E-mail . Delete Raply Reply All Forward @% chment - Move Q‘M
ene RingCentral Meeting ID: 148-544-3377 Participant |D: 29 I

Meeting Topic: Wendy Smith's Meeting

Host Name: Wendy Smith

Invitation URL: https:/ /meetings.ringcentral.com/}/ 1485443377

Copy URL
Participant 1D: 29
Audio Conference Share Screen Invite Others
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Mobile Settings

Open the RingCentral Meetings App on your m Mobile
phone. Tap Settings. You will see Meeting, ’ ’ , @
. roi
About, and Slgn Out. Settings < Settings My Profile £ Settings My Profile
H PERSONAL MEETING ID (PMI)
My Profile 'My — Personal Meeting 1D (PMI) A1 744 7745
Tap My Profile to view and set up your Personal A e il iordi oo O
Meeting ID (PMI) and Host Key. °
Meeting Use PMI for Instant Meetings O ;:Z';-‘: Al will be used f t gs start tt
Personal Meeting ID :;oi:g;w::m be used for instant meetings started on ——
A Personal Meeting | D a”ows you to Set up a AbDUt Use your host key to start meetings from a H.323/SIP room
meeting ID that is easy for you to remember. Host Key 954526
Here you can set a custom Personal Meeting ID Sign Out Use your host key to start meetings from a H.323/SIP

room system

to use for meetings started on this device.

Host Key

You can use the Host Key to claim host control

of a meeting from the RingCentral Meetings

application or to start a meeting from an H.323/ P
SIP room system, which is available with Setings
RingCentral Room Connector.

The Host Key is generated by default as a 6-
digit random value. RingCentral Office users
can change the Host Key in the application and
sync it to the client.
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Meetings

Tap Meeting(s) to view and choose your Audio,
Microphone, and Video settings. Here you will
decide whether you’d like to connect your
phone’s audio, mute your microphone, and turn
off video by default every time join a meeting
from your phone. You can always manually
change these settings after you have joined a
meeting.

Tap the switch ON or OFF for each of the
following settings:
e Auto Connect Device Audio

e Always Mute My Microphone

e Always Turn Off My Video

e Air Play (iOS only): Turn on this option
if you want to show the Meetings app
via Airplay.

Mobile
9
Settings
My Profile
.Meeting
About
Sign Out

Lo

Settings

’ Android
< Settings Meeting

Auto Connect Device Audio OFF

Autematically connect audio using internet when
joining a meeting

Always Mute My Microphone

Always mute my microphone when joining a meeting

Always Turn Off My Video @

Always turn off my video when joining a meeting

RingCentral

£ Settings Meetings ;

Auto Connect Audio

8

Automatically connect audio using internet when joining
a meeting

o

Always Mute My Microphone

Always mute my microphone when oining a meeting

Always Turn Off My Video

Always turn off my video when joining a mesting

8 8

AirPlay

Turn on this option if you want to show the Meetings app
via AirPlay

45



RingCentral Meetings | User Guide

About
Tap About. You will see the current Version
number of your app.

Version
View the current Version of your RingCentral
Meetings app.

On Android, tap Version to check for an update.
If your app is up to date, you will see a message
letting you know. If not, you will be prompted to
update to the latest version.

Send Feedback
Use the form to send your feedback about the
Meetings app to RingCentral.

Rate Meetings in the App Store
Visit the App Store to rate your Meetings app.

Sign Out
Tap Sign Out to sign out of the application.

[T} Mobile
®

My Profile

Meeting

.About

Settings

Sign Qut

Lo

Settings

Qo=
< Settings About

Version

Send Feedback

RingCentral Meetings is up to
date.

0K

€ Back Feedback

For technical support, please visit Support. We
also welcome your ideas, requests or
comments. Please enter your feedback here:

1

RingCentral

£ Settings About ;

Version

Send Feedback

Rate Meetings in the App Store

< About Feedback Send

For technical support, please visit RingCentral
Meetings Support.

We also welcome your ideas, requests or

comments about RingCentral Meetings. Please
enter your feedback here:

QIWIEIR|TIYJU} ! JO}P
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If you are often on conference calls and
meetings while driving, use Safe Driving Mode
for RingCentral Meetings.

Once you have joined a meeting, swipe right to
enable Safe Driving Mode. Your video will stop
and your microphone will be automatically
muted.

Tap the circle in the middle of the screen that
says Tap to Speak to unmute your phone. The

circle will turn orange and read Done Speaking.

Click Done Speaking when you have finished
speaking to mute your phone.

Safe Driving Mode

Your microphone is muted

Safe Driving Mode

Ring
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Desktop Settings
Open RingCentral Meetings on your desktop. [:I Desktop :I Mac ’

Click Settings in the upper right corner. You will P . — General
see categories of Settings for General, Audio, ‘ . W. - .
Video, Recording Location, Statistics, .-m Audio  Video Record Statisti ibility
Accessibility, and Feedback. If enabled, you Mosting Option
may also see an option for Video Background. oo dialmolitis
Click one of the categories to see detailed 8 ) N )
. Enter full screen automatically when starting or joining a meeting
setti ngs Start without video Start with video

Enter full screen automatically when viewing screen shared by others

Maximize RingCentral Meetings window automatically when viewing screen shared by others
P
Scale to fit my RingCentral Meetings window when viewing screen shared by others

Share RingCentral Meetings windows in desktop sharing

Schedule Join

~ Automatically copy Invitation URL to Clipboard after meeting starts

Confirm with me when | leave a meeting

L:l Windows

|C‘:] Settings X
[ General General
M Audio
— Application -
W¢ Video

Start RingCentral Meetings when | start Windows

@ Recording Location Silently start RingCentral Meetings when | start Windows

4l Statistics When closed, minimize window to notification area instead of task bar
. e

W Accessibility Automatically copy Invitation URL to Clipboard after meeting starts

=# Feedback v Confirm with me when | leave a meeting

Content Sharing
v Use dual monitors
Enter full screen automatically when starting or jeining a meeting

Enter full screen automatically when viewing screen shared by others

Maximize meetings window automatically when viewing screen shared by
others

v Scale to fit my meetings window when viewing screen shared by others

Enable the remote control of all applications
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General
Windows and Mac users will see different options under General.

Mac

Check the box next to each option if you'd like to turn the option on.

Use dual monitor

Enter full screen automatically when starting or joining a meeting
Enter full screen automatically when viewing screen shared by others
e Maximize RingCentral Meetings window automatically when viewing
screen shared by others

e Scale to fit my RingCentral Meetings windows in desktop sharing

e Share RingCentral Meetings windows in desktop sharing: off by default.
Note: the account admin can enable this feature for accounts or users.

e Automatically copy Invitation URL to Clipboard after meeting starts
e Confirm with me when | leave a meeting

Windows
Under Application, check the boxes next to each item you'd like to set.

Start RingCentral Meetings when | start Windows

Silently start RingCentral Meetings when | start Windows

When closed, minimize window to notification area instead of task bar
Automatically copy Invitation URL to Clipboard after meeting starts

e Confirm with me when | leave a meeting

Under Content Sharing, check the boxes next to each item you’d like to set.

Use dual monitors

Enter full screen automatically when starting or joining a meeting
Enter full screen automatically when viewing screen shared by others

e Maximize meetings window automatically when viewing screen shared
by others

e Scale to fit my meetings window when viewing screen shared by others
e Enable the remote control of all applications

RingCentral

I:_l Mac

0*

b

Genam! Audlo Video Record Statistics Feedback Aocessibility

Meeting Option

Use dual monitors

Enter full screen automatically when viewing screen shared by others

Scale to fit my RingCentral Meetings window when viewing screen shared by others

Confirm with me when | leave a meeting

General

Enter full screen automatically when starting or joining a meeting
Maximize RingCentral Meetings window automatically when viewing screen shared by others

Share RingCentral Meetings windows in desktop sharing

Automatically copy Invitation URL to Clipboard after meeting starts

l:l Windows
[=] settings X
0 General General
M Audio
Application
Wm¢ Video : z :
Start RingCentral Meetings when | start Windows
» i i .
' Rerardingl omstion Silently start RingCentral Meetings when | start Windows
- Statistics When closed, minimize window to notification area instead of task bar
T Accessibility Automatically copy Invitation URL to Clipboard after meeting starts
=s Feedback «  Confirm with me when | leave a meeting
Content Sharing

+  Use dual menitors
Enter full screen automatically when starting or joining a meeting

Enter full screen automatically when viewing screen shared by others

Maximize meetings window automatically when viewing screen shared by
others

+  Scale to fit my meetings window when viewing screen shared by others

Enable the remote control of all applications
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Audio

Test your Speaker and Microphone to ensure
good quality for meetings. Use the slider to
adjust the volume levels as necessary. If you
have additional devices connected to your
desktop, use the drop-down menus to choose
which speakers and microphone you'd like to
use for meetings.

To set the following options, check the boxes:
e Automatically adjust microphone settings
e Automatically join audio by computer when
joining a meeting
e Always mute microphone when joining
meeting
e Enable Stereo: if you need to hear stereo
voice, such as listening to music.
o Allow option for using original sound from
microphone in meeting: this feature allows you
to preserve the sound from your microphone
without using RingCentral echo cancellation
and audio-enhancing features. This is ideal if
your microphone or sound equipment has
these features built-in and you do not need the
additional enhancement.
e Do not prompt joining audio when | join a
meeting using 3rd party audio

L:I Mac

RingCentral

I:I Windows

&

&

Audio

Video Video Backgraund Record
Speaker

Test Speaker Built-in Output (Internal Speakers)

o= e B0 6
General Advanced Features Statistics Feedback

Click Test Speaker to make sure you can hear others

Output Level: 1§

Output Volume: —
Microphone

Please speak to your microphone. If you can not see the volume

indicator blinking, select a different mic.

Test Mic Same as System

InputLeve: B 1§ | | |
Input Volume:
Automatically adjust microphone settings
ically join audio by when joining a meeting
Always mute microphone when joining meeting
Enable Stereo
Allow option for using original sound from microphone in meeting
Do not prompt joining audio when | join a meeting using 3rd party audio

[E] settings

L]

4

+

=4

General
Audio

Video
Recording Lo
Statistics
Accessibility
Feedback

Test Computer Audio

Click Test Speaker to make sure you can hear others

Speakers / Headphones (Realtek High Definitic | =

Volume

Test Mic Microphone Array (Realtek High Definition Ay~ =

f

+ Automatically adjust microphone

« Automatically join audic by computer when joining a meeting

| Always mute microphone when joining meeting
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Video

See a preview of what your Video looks like to

ensure good quality for meetings. Use the drop-

down menu select a webcam to use if you have
more than one connected to your desktop.

To set the following options, check the boxes:

Enable mirror effect for my video

Always show name on video window
Always turn off video when joining meeting
Hide Non-Video Participants

Capture 720p by default

Spotlight my video when | speak

:l Mac

L General

- = A -
B B A
Genaal Aucio | Miea| Recor Sttisics Fesabeck Accesibiy
"-\I

|
T -

A

Camera: FaceTime HD Camera B
16:8 (Widescreen] @) Original Ratio

My Video: [l Enable HD
Enable mirrer effect

Touch up my appearance

Meetings: | Always display participants name on their video
Turn off my video when joining meeting
Hide Non-Video Participants

Spotlight my video when | speak

[E] settings

4 Statistics

:l Windows

General
Audio
Video

Recording Location

Accessibility

Feedback

Camera:

Meetings:

4

'

Integrated Webcam

169 (Widescreen) (81 Original Ratio

Capture HD video

+  Enable miror effect for my video

Always show name on video window
Turn off my video when joining meetings
Hide Non-Video Participants

Spatlight my video when | speak

Didn't see any video, trouble shooting
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Video Background

Allows you to add a virtual background with a
company’s logo or a background image. This
option will appear in Settings only if enabled by
your administrator.

This feature requires the use of a physical solid
color video background (also known as a green
screen). The color green is preferred.

Choose a virtual background

RingCentral

Choose a virtual background - o +Addimage

T

Manually pick the color of the background if the detectad calor i ot accurata. ()
=
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Feedback

RingCentral welcomes your ideas, requests, and
comments. Please share them with us using the
Feedback option in Settings. Type your message
in the text field and click Send Feedback.

Recording

Choose the location where you'd like to save
your recorded meetings. Click Change File
Location to choose a location. Click Open to
open the current location and view any existing
recorded meetings. Check the box next to
Choose alocation for recorded files when
meeting ends if you'd like to choose a location
each time you record a meeting.

Store my recordings at:

391.66 GB remaining

Record

B0 6

Statistics Feedback Accessibility

[ /Users/wendy/Documents/RingCentral...

Choose a location for recorded files when meeting ends

Statistics

Feedback Accessibility

RingCentral

[:] Windows

CPU 2.6 GHz 2-core

RingCentral Meetings

Overall

—_—
Bandwidth
Network Type
Proxy

Connection Type

Screen Sharing I

Memory & GB
0.0% RingCentral Meetings
"
34.0% Overall
—_—

(=] Settings =
T General adini
N Audio
] - video Store my recordings at:
~ Opas Recandin Lodation | CAUserswendyDocumentsiRingCentralMiet
< D ng Ty
359 GB remsining
< Statistics
- hoose a lacation far recorded files when meetin
¥ Accassivity Chioose & location for recordes files when meeting ends
S Feedback
Settings ’ %
N el I fvest Audio Video | Screen Sharing
Audio
W Video CPU  2.8GH: Cores:d Memory 70168

@® Recording Location

RingCentral Meetings 0%
_— .’L Stanatics Overall 2%
'i' Accessibility .
EACH = Feedback
Bandwidih
Network Type
Prowy

Cannection Type

RingCentral Meetings 43 MB

Overall 490GB
———
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Statistics

View your Overall, Audio, Video, and Screen
Sharing statistics. Click the tab for each
category at the top of the screen to see more
details.

:I Mac

L ] Accessibi

EINCR=F |

General Audio Video Record Statistics Feedback Accessibility

Always show meeting controls

You can also use the “Control + \* to show/hide meeting controls

Keyboard Shortcuts:

Description Shortcut

Mute/Unmute my audio Command+Shift+A
Start/Stop video Command+Shift+V
Switch Camera Command+Shift+N
Start/Stop share screen Command+Shift+S
Pausafeoms Share (vl 7Y GommandeshiteT
Start/Stop local recording Command+Shift+R
Start/Stop cloud recarding Command+Shift+C
Enter/Exit full screen mode Command+Shift+F

Enable shortcuts even when the RingCentral Meetings app is not in focus

®@dback

General Audio Video Record Statistics Feadback Accessibility

For technical support, please visit Support.

We also welcome your ideas, requests or comments about RingCentral Meetings.
Please enter your feedback here:

Send Feedback

RingCentral

L:I Windows

[=] settings x
[ General Accessibility
N Audio
| Video | Always show meeting controls
® Recording Location
+  Statistics
"ﬁ' Accessibility Keyboard Shorteuts:
=# Feedback Description Shortcut
Navigate among RingCentral Meetings popup 6
windows
Change focus to RingCentral Meetings meeting
controls (at the top when sharing your screen, at Ctrl +Alt+5hift
the battom when not sharing)
View the previous 25 video participants in Gallery Pagelp
View
View the next 25 video participants in Gallery View PageDown
Toggle the 'Always show meeting controls' option Alt
in Settings/Accessibility
Switch to Speaker View Alt+F1
Switch to Gallery View Alt+F2
Start/Stop video Alt+V
Mute/Unmute my audio Alt+-A
MLrt_a,’Unmu‘t_a audio for everyone except host Alt-M
(=] settings pd
[ General Feedback
M\ Audio
For technical support, please visit Support.
W Video
We also welcome your ideas, requests or comments. Please enter your feedback here:
@ Recording Location
. While we won't respond to your comments directly, we will use the information you
ol Statistics provide to improve our support resources.
'ﬁ' Accessibility
’E; Feedback
Send Feedback
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User Options

On the home screen of your desktop app, click
on the down arrow next to your name to see
more options. You will see the following:

Personal Meeting ID

View or set up your Personal Meeting ID which
is an easy to remember ID for your meetings.
Select whether to use your Personal Meeting ID
for instant meetings started on this device.

Host Key
View or adjust the value of your host key to

start meetings from an H.323/SIP room system.

Check for Updates

View the current version of your RingCentral
Meetings app. The pop-up window will let you
know if your app is up to date or if a newer
version is available to download and install.

Help
Click Help to be taken to the RingCentral

Customer Support Center to get access to
helpful articles.

Log Out
Click Log Out to log out of the RingCentral
Meetings app.

Exit
Click Exit to exit the RingCentral Meetings app.

:l Desktop

RingCentral Me

Dave Richards ~

Perscnal Meeting ID
Host Key

Check for Updates...

Schedule

Share screen

Home

£} Settings

[ Help j
y Leg Cut
Exit
Start without video Start with video

Join

Meetings

RingCentral

© 2018 RingCentral, Inc. All Rights Reserved. RingCentral, RingCentral Office, RingCentral Meetings, and the RingCentral logo are trademarks or registered
trademarks of RingCentral, Inc. Other third-party marks and logos displayed in this document are the trademarks of their respective owners. KID-11378

55



