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Introduction

RingCentral Office@Hand from AT&T 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 Office@Hand customers but can download and run
the Office@Hand Meetings app for free and join your meetings without
needing to create an account or log in. Hosts of Office@Hand Meetings
must have Officec@Hand accounts and be signed in.

Office@Hand 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.

The Office@Hand Meeting application can be installed on Mac, Windows
desktops, and iOS and Android smartphones and tablets.

(

System Requirements
e RingCentral Office@Hand Standard, Premium or Enterprise
Edition
e Broadband wired or wireless Internet connection (3G/4G/LTE)
e Officec@Hand Meetings automatically adjusts for 3G/WiFi/wired
environments
— Recommended for 1:1 video calling: 600Kbps (up/down) for
HQ video, 1.2Mbps (up/down) for HD video
— Recommended for group video, 600Kbps/1.2Mbps (up/down)
for HD video

e Webcam (for video), speakers, and microphone

e Mac OS X® with Mac OS 10.6® (Snow Leopard) or later

e  Windows® 7 or later

e 1 GHzor better processor

e iOS®7.0or later, including iPad®, iPhone® 4, 4S, iPod touch® 4th
Gen, iPhone 3

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

Office@Hand Meetings for Microsoft Outlook additionally requires:
Office@Hand Meetings client: 3.7 or later

Mac: Microsoft Outlook 2011 14.4.x or later

Win: Microsoft Outlook 2010 or later (2007 with limited features)
Installation of Office@Hand Meetings plugin for Outlook

RingCentral



RingCentral Officec@Hand from AT&T Meetings | User Guide | 4

Download and Install

Office@Hand Meetings is available for your
desktop computer as well as your iPhone, iPad, I:I DESKLOP [ smcesiorcetrundtromser CE o
and Android phones and tablets. ' Owrvem  Mesagm  Callog  Conacs  Seigs

by Downloads. . Meesings for Deskiog  Meetings Oustook Plugin

Tools = |

A separate plugin is available to integrate
Office@Hand Meetings directly into Microsoft g |

Deskiop Apps
Outlook. .Is‘\-:elu‘.g;

App furSa\esfur{g
App for Zendesk

Office@Hand Meetings for Desktop \ Ringhe
From your online account, click the Tools tab, EE—
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.

Office@Hand Meetings Mobile App m Mobile

Under Meetings Mobile App, click Download

on the App Store for iOS or Get it on Google Download Office@Hand Meetings Vi More by This evlaper
Play for Android. Download the Meetings app Mobile Apps e

Open iTunes to buy and download apps.

from the iTunes App Store for iOS or on Google
Play for Android.

AT&T Services, Inc. Web Site s Office@Hand Meetings Support s Application License Agreement » More

What's New in Version 2.6.41249.0909

Office@Hand Outlook Plugin
Under Meetings Outlook Plugin, click

Download for Mac or Download for PC. Run
the installation wizard, and restart Microsoft

Outlook.

Office@Hand Meetings

ATET Services, Inc. - November 25, 2014 - Unrated
Productivity

[¥] Add to Wishlist

Thkhh ok (23)

@ RingCentral
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Meetings Reports

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

RingCentral Office@Hand from AT&T

To view reports, log in to your RingCentral -

online account, then click Meetings from the -
Tools menu, and select the Meetings Reports (O Mk e
tab.

Call Log Contacts

Usage Report

Settings Toolg =

From:| osbizote |f To| ormieote [ Go

Topic

Documentation discussion

Meeting reports

PS offer

Meeting reports

Meeting reports

US/Canada GTM Updates

USiCanada GTM Updates

Meeting reports

Meeting ID

148-777-BBET

149-842-3895

149-855-2163

148-601-9692

148-066-5004

148-647-3615

148-647-3615

148-071-2256

Start Time

07/28/2016
18:35:36

0712712016
23:57:06

07/22/2018
18:58:34

07/22/2016
02:00:55

07/118/2016
16:25:07

0713/2018
18:02:35

06/29/2016
18:02:39

08/28/2016
18:39:48

@ Dave | (550) 555-0012 Ext 101

End Time

07/28/2016
18:53:54

07/28/2016
00:31:04

o7r22R2ME
19:29:15

07f22/2016
02:34:25

o7/e/i2018
17:26:34

0711372018
16:26:35

06/28/2016
18:54:58

O6f28/2016
18:45:26

Get Help | Log Out

B & B
(min)
19 2
34 28
3 3
34 2
B2 33
27 34
53 &7
B 3

RingCentral
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Sign In

Desktop:

Open Office@Hand Meetings on your desktop.
Click Sign In. Choose your Country from the
drop-down menu. Enter your Phone Number,
Extension (optional), and Password. Then click
Sign In.

Email or Google Log In

If enabled for your account, you can log in using
aunique email address or Google (Gmail or G
Suite) email address. Select the Email or Google
option, and enter your email address and
password. For more information on configuring
these options, see the RingCentral
Office@Hand from AT&T Admin Guide.

Mobile:

Open the Office@Hand Meetings app on your
phone. Tap Sign In. Enter your Phone Number,
Extension (optional), and Password. Then tap
Sign In.

Single Sign-On

If configured for your organization and your
administrator has enabled it, use Single Sign-on
(SSO) to access Office@Hand 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 Officc@Hand, see the
RingCentral Office@Hand from AT&T Admin
Guide.

(¢

:l Desktop

2 Office@Hand Meetings

< Sign In

6505550012

L ] OftcadHand Mestings

Office@Hand

Work together

[T_J Mobile

Office@Hand

Meetings

Work together

Join a Meeting

Sign In

Extension (Optional)
::::::::::

Remember me

Forgot Eur

Or Sign In With

m (&G D

Email Google single Sign-on

#000 ATET LTE 10:26 AM @ o8y -

Cancl Sign In

6505550012

Forgot password?

Or Sign In With

RingCentral
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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, or to start your
selected type of meeting.

iPad: Tap Meet Now, then tap Video Meeting,
Screen Share Meeting, 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 Office@Hand
Meetings Plugin for Microsoft Outlook.

See “Download and Install” on page 4 and
“Office@Hand Plugin for Microsoft Outlook” on
page 29.

[:I Desktop

Dave Richards - £} settings Dave Richards  ~ £} settings

=16 -4

Start without video Start with video Stait without video Start with video

.

Schedule Join Schedule Join

m/—\ndroid m iPhone

Office@Hand Meetings

s
» ‘\@

Meet Now Join

s F
&) (©)

Schedule Upcoming

Video Conference

Web Meeting

Cancel

[T JiPad

e

Office@Hand Meetings
ny

RingCentral
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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 Office@Hand
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. You can enable or disable audio or
video by selecting the Don’t connect to audio
and Turn on my video options. 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 Office@Hand Meeting, tap or click the link
directly from your phone or computer and
Office@Hand Meetings app will open.

=

:l Desktop

Dave Richards -~ £} Settings

Start with video

Start without video

Schedule Join

Meetings

Please enter your meeting ID and your name.

Window

Meeting ID: 159 565 0316

n We n 17, 2015 11:00 AM to 12:00 Pht
i
M

en Nakamura's Office@Hand Meeting
D: 148 493 0986

Your Name: Dave Richards

start || it || Delete || copy

- — 800 Office@Hand Meetings @ .
Please enter your meeting ID and your name E Upcoming |  Recorded ‘ EJ
= | Wed, Jun 17, 2015

Meeting ID: | 148-343-2900

AM to 12:00 PM
Dave Richards' Office@Hand Meeting

Your Name: ‘Laurer!VN.rakamurar

b | gg ID: 1488235471
| Start | | Edit | | Delete | | Copy |
- Join

° OficelHand Mestrgs

Office@Hand

Meetings

Work together

Join a Meeting

Hello,
Dave Richards is inviting you to a scheduled Office@Hand meeting

Topic: Dave Richard's Office@Hand Meetings Meeting
Time:Jun 19, 2015 1:00 PM (GMT-7:00) Pacific Time (US and Canada)

Join from PC, Mac, iOS or Android: hitps:/meetings-office athand att. com/i/1470085629
Or join by phone:

Dial: +1(424) 203-8421

Meeting1D: 147 008 5629

International numbers available: https /imeetings-officeathand. att. iference

RingCentral
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Join A Meeting continued...

Mobile

If you are already signed in to the Office@Hand
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 Officec@Hand Meeting, tap or click the link
directly from your phone or computer and
Office@Hand Meetings app will open.

[T_J Mobile

Cancel

-
®

]

Office@Hand Meetings

) (&)

Meet Now Join

A

Schedule Upcoming
i
Home

Join a Meeting

//_) If you received an invitation link, please

click on the link again to join the
meeting.

Or | already have the meeting ID

Meeting ID is a 10 digit number

Join Meeting

Office@Hand

Meetngs

Work together

Sign In

< Join a Meeting

149 397 1555

Henry Smith

Join Meeting

OR, JOIN BY MEETING LINK

Android

< Back My Meetings Refresh

Today, 1:00 PM
Topic: Lauren Nakamura's Office@Hand
Meeting [ Start

Host: Dave Richards
Meeting ID: 149-875-5837

®.

< Home Upcoming Meetings
Today

+1oo Lauren Nakamura's.
31:0( 1 iy
PM  Meeting ID: 148 915 4334

Hello,

Lauren Nakamura is inviting you to a scheduled
Office@Hand meeting.

Topic: Lauren Nakamura's Office@Hand Meeting

Time: Jun 19,2015 1:00 PM (GMT-7:00) Pacific Time
(US and Canada)

Join from PC, Mac, i0S or Android: https://meetings
officeathand.att.com/j/1498755837

Or join by phane:
Dial: +1 (424) 203-8420
Meeting 1D: 149 875 5837

International numbers available:
https://meetings.ringcentral.com/teleconference

RingCentral
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Join a Meeting continued...

Mobile 3D Touch Support

On iPhone devices with 3D Touch support, you
can start or join a meeting from the home
screen with one simple tap. 3] Join 8 Meeting

(24 start Without Video

WM Start With Video

(

RingCentral
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Schedule a Meeting

Quickly and conveniently schedule meetings from your Office@Hand
Meetings application on your desktop computer and mobile phone. 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, and check the checkbox for
Recurring meeting if you'd like this feature.

Under Video (when joining a meeting) select the radio 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 the radio button next to Telephone Only, Voip Only, or Both
depending on your preferences.

Under Meeting Options, check the checkbox next to Require meeting
password and enter a password if you'd like to add this option. Check the
checkbox next to Enable join before host if you'd like your participants to
be able to join the meeting before you join. Check the checkbox next to Use
Personal Meeting ID to set up the meeting using a Personal Meeting ID
that you have set.

If configured for your account, the Schedule for Me* feature 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 radio button next to Other Calendar to create a text
only version of the invitation to copy and paste into any text field.

=

o

ngCentral Meeting

Sta: Thu March 16,2017 » 1100AM [
Duraton: 1 v |0 v | My
TimeZone  (GMT-B00Pschic Standard Time

Recumng meeting

Schedulefor. | Mysell v
Widea (when joit Rafael Godines
Host on ® o

Pamicipants: On @ O

Audia Options

Telephane Only () Vaip Only. ® geth 30 Pasty Autio

Meetiog Opticns

Fequire meeting password
Enable join before host

Use Personsl Mesting 10 208-403-0789

Te. trwy. mith mycompany. com
Subject: | Dave Richard s Office EHand Meelings Meeting

toeation: | ttp:

Starttime: [ Fri6719/2015 - [zooem - | [ i day event

Endtime;  [Fnsnsans. - [3o0mm
Hello,
Dave Richards is iming youfo 3 scheduled Offica@Hand mectng.
Tapic: Dave Richatds Office@Hand Meelings Meeting
Time: Jun 19, 2015 1.00 PM (GMT-7.00) Pacific Time (US and Canada)
Join trom PC, Mac, i0S of Android: itps #imeefings-afficeathand at comi1 470085629
O join by phone:
Dial +1{(424)203-8421
Mesting 1D 147 008 5620

international numbers available: hps fmeetings oificeathand att comAcieconference

-officeathand att.com/y/1865999248 [-] | e

307

L] Office @Hand Meetings - Schedule a meeting !

Toplc:  Dave Richard's RingCentral Masting
When

Start: 4/27/2017, 1.00PM ©

Duration: 1 Bu o B win

Time zone: (GMT-0B:00) US Pacific Time 2]
Fecurring meeting

Mysalf
Schedul for:
Video (when joining a meeting)
Hast: on Qor
Parlicipant: on Qo
Audio options.

Telephone only  VolP Only @ Both

Mesting Gptions

Hequire meeting password
Enabie join before host

Calendar
iCal

D Google Calendar
Other calendars

2

Your meeting is scheduled.

Click the button below to copy the invitation to clipboard.

Hello,

Togic Dave Richards Dffice@Hand Meetings Mesting
Time: Jun 19, 2015 1:00 PM (GMT-7.00) Pacific Time (US and Canads)

Join from PC, Mac, i05 or Android. https /1
Qtjoin by phane
Dial +1 (424) 203-6421

Meeting ID: 147 008 5678

Copy to Clipboard

RingCentral



RingCentral Officec@Hand from AT&T Meetings | User Guide | 12

Schedule a Meeting continued...

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 radio 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

Dave Richards's Office@Hand Meeting

Date

From

To

Time Zone

Repeat

Host Video On
Attendee Video On

Audio

[ Jios
’Schedu\e Meeting Done

Dave Richards's Office@Hand Meet...

Starts Today, 2:00 PM
Duration 1 hour

TimeZone  America/lLos Angeles

Repeat Never
Host Video On O
Attendee Video On (:)
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 oN @)

Cancel  Schedule Meeting Done

Time Zone America/Los_Angeles

Repeat Never
Host Video On " @
Attendee Video On O
Audio Option Both

Meeting Password

Allow Join Before Host

Add to iCalendar O

Add Invitees via
N Email

o Hangouts

z)  Messaging

° Copy to Clipboard

New Message Cancel

To: | ®

Click https://meetings-
officeathand.att.com/j/
1468407430 to start or
join a scheduled

¢ Office@Hand meeting. Send

QIWIEIR|T|Y|U|I[O]P

-+ | Z/X/C/V|B/NM a
e~ o

RingCentral
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Invite Participants

S.end p:f\rtlapants a'cal'endar e.v'ent, email, or [:l Desktop
direct link.You can invite participants to a 7 7
sche(':luled meetlng or dl.rec.tly from an active Dave Richards  ~ £ settings i ] (¢)
meeting. If you'd like to invite participants to a =% e -

. . oday 3:00 PM to 04:00 PM fed, Jun 17,
new meeting, see Schedule a Meeting. Tt e 100w oew

e Meeting IOWHERZ3547T

Office@Hand Office Enterprise users can have ' bsun) (Edy) (Deue) [com)
up to 200 participants per meeting, Premium [t S, | o . ofice@HandMectingsSihiculea Meeting
users can have up to 100 participants per - pa
meeting, and Sta ndard and a” Other Ofﬁce Start without video Start with video mmm E.F” e [j':u’h e T » Start: /26/2016, 10:00 AM 2

Duration: t B o B wn

Time zone: (GMT-08:00) US Pacific Time Kl
Fecurring meeting

users can have up to 4 participants per meeting.
The number of participants includes the host.

Video (whan oining a meating]

0

N clpant: n
Desktop:

To invite participants to a meeting you Schedule Join Tphons only —VolP ony ©Sath

Masting Options

scheduled, click Meetings. Click Edit. Under
Calendar, select the radio button next to
Outlook or Google Calendar to create an

Requirs mosting password
Enable join befare host
Use Personal Meeting ID 432-122-2631

.m.mm
ical

invitation in the respective application or select S S e
the radio button next to Other Calendar to
create a text only version of the invitation to !

copy and paste into any text field.

To invite participants to an active meeting, ."’““"”"“”“’”“ R R e
click Invite Others on the main screen if you do o

not have video turned on or click Invite at the , 9 0 e

bottom menu bar. & Pl e o 7

Click Default Email, Gmail, or Yahoo mail to use
an email service to send an invitation. You can
also click Copy URL or Copy Invitation at the
bottom of the pop-up to paste into any text
field.

CopyURL  Copy Invitation

@ RingCentral
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Invite Participants continued..
Mobile [T_J Android

To invite participants to a meeting you
scheduled, tap Upcoming to view the meeting

Office@Hand Meetings < Back My Meetings Refresh { My Meetings  Info Edit Add Invitees via
Today, 1:00 PM When N Email

Topic: Lauren Nakamura's Office@Hand
eel Start

event. Tap a meeting to edit it. Tap Add — ‘ : N &
Invitees. ) (@ R Mesting 0 M o

X Duration
On Android, choose an application to use to e 9 v
send the invite. Once you choose an application ) Add . endar o il
the meeting invitation will be populated into the [ () @ Add inviees @ o ocoron
text field of that application.You can also : joerroad Delsts Mesting
choose Copy URL to copy the meeting URL and
paste it into any text field. . y o
Oni0Ss, tap Send Message or Copy to
Clipboard to send your invitation. m i0S
To invite participants from an active meeting, offcsetandcetings f” S LI " R
tap the screen to bring up the bottom menu bar. . Lauren Nakamura's... - — ET—
Tap Invite to choose an application to use to ' i_ﬂ‘ g ot Lo Nakainaris Offceah
invite other participants. Mai, ot NG Meeting 1D 5 18

Duration

Choose an application to use to send the invite. : . 4
Once you choose an application the meeting G51) ; 0)
invitation will be populated into the text field of : o tm

St 2ting

Add invitees

that application.You can also choose Copy URL o aziie
to copy the meeting URL and paste it into any 7 =

text field.

Send Message

Copy to Clipboard

Cancel

(((
-
3
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Online Meetings and Web Share

Office@Hand Meetings is a video conferencing system with arich set of :l Desktop
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.

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

cJon (3] 149-383-8829

(((

Chat

RingCentral
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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

Desktop
1. 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. RaiseHand - 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, i i
you will also see Rename. You can rename yourself by o]
clicking Rename. @

7. Share Screen - Share your screen or, if another person is sharing, © osvericnas o !
send a request to the host to share your screen. @ ovenvotamas e poricpane: 18 g L n

8. Chat - Instantly exchange messages with individual or all meeting Invite  Manage Participants _Share Screen
participants. [

9. 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

oA wDN

ecord

Henry Smith (me, participant ID : 32) P | auren Nakamura raised hand

Raise Hand Rename Reclaim Host

(¢

RingCentral
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Participant Controls continued...

Mobile
1. Join Audio/Mute - Dial in or call via

device audio then mute or unmute

microphone.

Start/Stop Video - Turn video on or off.

3. Share Content - Share content along with
your screen.

4. Participants - available options.

a. Chat - Start achat session with 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
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.

N

5. Leave
Henry Smith
Raise Hand
Rename
.H,
h—

CJon [3] 149-383-8829

- Dave Richards raised hand W

Raise Hand

Rename

Cancel

RingCentral



RingCentral Officec@Hand from AT&T Meetings | | 18

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

Microphone - Dial in or call via device
audio then mute or unmute microphone.
Settings (Audio)

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
Manage Participants  Share Scraen
Microphone Camera
+' Transmit (Plantronics Savi 7)) v Integrated Webcam
Join AUle/MUte - Dialin or call via = Microphone (High Definition Audio Device) Vidoo Settings
. . Cjon @ 149-383-8829 =
device audio then mute or unmute Spaaker
. S527D850 (Intel(R) Display Audio)
microphone. Speakers (Plantronics Savl 7x)
Sta rt/StOp Video _ Choose tO use a ' Speakers (High Definition Audio Device)
Leave Computer Audio
front, back, or no camera. e
Share Content

Participants - Open the participants list
to view more controls.

More

End

(

RingCer
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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:

7.

ocouhkhwNeE

Mute All

Unmute All

Lock Screen Share - Only the host will be able to share screen.
Mute on entry

Play Enter/Exit Chime

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

Lower All Hands - Host can lower all hands.

The host can select a participant and see options depending on their
current settings. There are additional options under More. The individual
participant functions the host can control are:

a. Lower Hand (if participant’s hand is raised)
b.Unmute/Mute

c.Chat

d.Ask to Start Video/Stop video

e.Make Host

f. Allow/Forbid Record (if participant is on a desktop)
g.Rename

h.Remove - Removes the participant from the meeting.

CI Desktop

|

[ Participants (3)

@
¢o
@

Lauren Nakamura

Henry Smith

Mute All Unmute All

Dave Richards (host, me, participan:

a.
Lower Hand

Lock Screen ...

v

More »

4 g

Chat

Ask to Start Video
Make Host
Allow Record

Rename

Remove

Mute on Entry
Play Enter/Exit Chime
Lock Meeting

Lower All Hands

RingCentral
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Host Controls of Participants

continued... E Mobile
don (D 9-383-8829

Participants (3) _

Mobile 3 Close Participants (3)

i i Dave Richards i 1
Hosts can control certain functions of all @ Henry Smith vt ® -
participants by tapping on More in the toolbar. @ Lavren Nakamura ¥
These functions include: @ Lovennakamure Ll @ Henry Smitn i

1. Lock Meeting- No additional participants
will be able to join the meeting.

2. Lock Share - Only the host will be able to
share screen.

3. Muteonentry

4. Play Enter/Exit Chime

5. Lower Hands - Host lowers all hands.

@ Dave Richards wmi

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.Lower Hand (if participant’s hand is
raised). Lauren Nakamura
b.Unmute/Mute
Lower Hand
C. Chat Lower Hand
d.Make Host ——— Mute S
. . Mute Audio
e.Ask to Start Video/Stop video Close Chat o
f. Remove - Removes the participant from et
. Make Host
the meeting. Make Host
g.Allow/Forbid Record (if participant is Ask to Start Video Allow Recard
on a desktop). Remove Ask to Start Video
h'Rename Allow Record Rename
Rename Remaove
Cancel 1
| §

(
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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.

You can 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
checkbox for these options to turn them on.

To enable sharing from an iPhone or iPad from
your desktop using Airplay, follow the same
instructions above for screen shareon a
desktop, but choose iPhone/iPad as the
application you'd like to display. You see
instructions for connecting your iPhone or iPad
to Airplay on your desktop. Follow these
instructions to share your screen. When sharing
from an iPhone or iPad, use the desktop tools to
control screen sharing.

=

Othet || Picture

lication that you want to share

Shapes ||Hypeiink || Text  Meadsi Woidht Signature Objec Smbol

[Tool Sales by Store
- oxa

a0
,162.346

Total Sales by Region

1718258
534,389

1,009,268

86285
52,048

83026

93035
30016

9,149
2247

8420,

@ Avtomotive ® Gardening 3 Hlectronics

FACIIN |

Whiteboard iPhone/iPad

Microsoft Excel - Work

& Follow the instructions below on your iPhone/iPad.

Choose Wi-fi network. GoldBlooded

Select AirPlay

0000

fnale Mirroring

RingCentral

Choose ATT-lauren.nakamura (Coetie i Shane g
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Desktop Screen Share Settings

a.Join Audio/Mute - Mute or unmute
your audio. :I Desktop d 0

b.Start/Stop Video - Start or stop your ™ .

@
@

Q

video. = o e D : O
- : REREIT R gl ) w
c.Manage Participants - View other e iu! e Be b dm XU One | Bawe O Sne | Wpeint | Ton b vosss s;z: j —
.. . e i ' = il catten *_ Charts ~ * Grphic - o o ooter in="
participants and see more options. ﬁmlﬂ—‘ T — = = -
H13 el \ ¥
d.Pause Share - Pause screen share. — Gl DAl F o\ T 3 C o~ | N
e.Annotate - Create an interactive 1
meeting using the Annotate feature. 3
. . 4] stora [glsales g  Region Salas TOTAL SALES BY CATEGORY
f. Remote Control - While screen sharing, 5| e s 313765 Wes  ©5 1710250
. & Stors 2 3 07,160 Sauth Qs 534,389
YOu can give anOther deSktOp 7 Store 3 $ 351751 Midwest s 1,009,268
8 Store 4 5 131,047 Easf 200 471
participant control of your mouse and 2] SsEmm
Store & 7 A6
keyboard. Users can request the - e SR ey 4
12 Store 0 I Culeg
remote control when viewing another 33 Store? S 9742 Conegory Sales
L , . . 14 Store u § 393,484 Automotive IR §6,2&5
participant’s screen by clicking More £ RN Cotoe W0
7 Store 13 s 251390 PR ———
then Request remote control. A e T
H H Store 15 2 5. outeware j§ 9, 2 3 .
g.More - See the following options: e N e = Avtomotive ® Gardering  Ecctronics
il Store 17 § 335785 Gomes |8 18,420 T Jewelry ESporting @ Housewares
© Chat 23. I Books I Games
e Invite

e Record
¢ Allow/Disable Attendee

Chat

‘A - o 1] P [ 45|

Join Audio Stop Video  Participants New Share Pausa Share Annotate Remote Control More Invite

N
Annotation W =
R = \ : it _51‘ Give Mouse/Keyboard Control to Record Alt+R
L4 AUdIO Conference Area xy Other 3 Lauren Nakamura
¥ i T~ IScaften~ Charts~ i raphi i ¥ Disable Attendee Annotation

e Video Settings
e End Meeting
h.Stop Share - Stop sharing your screen.

Hide Video Panel

Audio Options...
Video Settings...

Options ¥

Original Size

Request remote control

Bookl -

Micrasoft Excel Annotate

Exit Full Screen

(¢
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Desktop Annotation
When you are screen sharing, you can annotate your screen. Get your
participants involved and allow them to annotate your content. I:I Desktop

Participants on other desktops or iOS devices can co-annotate content e

1 | r 4 @- 3 7] .

shared from any des ktop' Pause Share a New Window Annotate Remote Control Au}l;ifo Start Video More Chat
ID: 149-578-3293 Stop Share J

3 Invite

Record

Access the annotation tools by clicking on Annotate at the top of the ‘a.Xb.¥Xc . h. B i
screen share menu. y v Vv - e
Hide Video Panel

The annotation toolbar will appear with the following tools: B

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

b.Draw - Choose from a thin or thick brush, straight line with or
without arrow, and solid or outline square or circle to draw with on
your screen.

c.Spotlight/Arrow - Spotlight and arrow function as alternative
pointers Spotlight displays red target-like shape that animates

when the mouse is clicked. Arrow displays a colored arrow with the

End Meeting

participant’s name on it to signify who is pointing for clear 7 n = ’ 6. (1w

. . Pause Share a New Window Annotate Remote Control ' Audio Start Video More
communication. T v ID: 149-578-3203 stop share [ NESISET RN SR o)
d.Eraser - Use the eraser to remove an existing annotation. Prnfibe b ol Une e s S UCTS Ol [bRat T Empee | By | areit signare OB Synbel

e.Color - Choose the color of your annotation.
f. Undo - Undo the most recent annotation.
g.Redo - Redo the most recent annotation.

Total Sales by Store Total Sales by Region

1
2
. . 3 %
h.Clear - Choose to Clear All Drawing, Clear My Drawing, or Clear a| s [ agon e TOTAL SALES BY CATEGORY
. 5 Store 1 313765 s 17 Y
Other’s Drawing. o see 107,140 ) o :
3

=z

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

R

<o
@
a

5 &

@ Automaotive ® Gardening @ Electronics

5
s
4
5
$
5
$
§
§
5
s
s
§
§
s
$
5

N

2

Tjewelry ®Sporting B Housewares

s

335785,

s
]

I Books I Games

3
3

(
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Mobile Share

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

[a=l http://m.ringcentral.com ©

: RingCe
Share Photos 800-820-3676

While in an active meeting, tap the screen to
bring up the menu. Tap Share then tap one of

Share from Dropbox
Document

Your complete

the following options: Box Share fram Box | cloud phone system
Photo - Choose a photo stored on your Dropbox
. . Share from Google Drive
device to display. Google Drive
Document - Choose a document stored OneDrive | SERlEmEDERE
on your device to display. Web URL Share Web
Dropbox - Use the Dropbox application Bookmark
on your device to display a file from screen Shere rom Beokmark
Dropbox. [ Cancel
Box - Use the Box application on your

device to share a file from Box.
Google Drive - Share afile from Google

Drive 541-744-7745
One Drive - Share afile from One
Drive. Share Photos
Web URL - Enter a Web URL to display. Share from Dropbox
Bookmark - Choose one of your
. R Share from Box
bookmarks on your device to display.
Whiteboard - Turn your iPad into a Share from Google Drive
personal whiteboard and share your Share from One Drive
bral.nstorm or meetings n.ot('es using Fhe Share Web
Whiteboard feature. While in an active
meeting, tap the screen to bring up the SIEEIE A LS -
menu.Tap Share then tap Whiteboard Share Whiteboard /s 2B FE 2 /.00T 2 ap0

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.

(
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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 ared target-like
shape in place of a mouse pointer.

e Pen-Markupyourscreenasyoushare
to 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.

(((

[T_] Mobile

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

m http://m.ringcentral.com OI

RingCentra
800-820-3676

Share Photos

Share from Dropbox
- Your complete
cloud phone system

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, and manage. Voice, text, fax,
online meetings, audio conferencing and much

maore

Download app

L » i

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

RingCentral
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Record Meetings

Office@Hand 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.

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.

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 (ifon 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.

(¢

:I Desktop

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

Chat

Ask to Start Video

Make Host
Allow Record

Rename

Remove

' @ Lauren Nakamura ¥ i ' Lower Hand

3
]| Y 4 e

StartVideo  Manage Participants New Share 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

Close Participants (3)

‘IB Henry Smith Wl

Lauren Nakamura

@ Dave Richards il Mute

Chat

Make Host

Ask to Start Video

Remove

Allow Record

Rename

Chats Invite H Mute All I Unmute Al l
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Chat
Chat with other participants during your :I Desktop e

Thank you!
Office@Hand Meeting. You can choose to chat _
will all meeting participants or just a select few. : | ® | @

g8 Group Chat e

From Henry Smith to Everyone:

[ will send an email with today's presentation

Desktop:

Everyone From Me to Everyone:

While in a meeting, click the Chat button at the T T e et : = ths afternoon |
bottom of the Officec@Hand Meetings screen. B DI B i

this afternoon. From Me to Everyone:
Click All to chat with all participants or click a Tatwoodbogmt R | :Idm:w(lﬂy R o '
participants name from the list to chat privately. T dta o I e to run o ancther meeting. T atch up
Type your message in the text box and hit Enter e a—
on your keyboard to send your message. Sl B — T

When you receive a message you will see a
notification next to the Chat button in the

bottom menu. m Mobile

Click Save Chat to save a transcript of you
conversation.

Mobile:
While in a meeting, tap the screen to bring up
the menu. Tap Participants. Tap Chat with Allin

Lauren Nakamura < Baz.Henry Smith L4 Baz.chai with All

.. ), From Henry Smith to All 45 AM From Lauren Nakamura to All Al
. . Lower Hand < That would be great. Where can | find the presentation for this
the upper right corner to chat with all — ¢ mesling?
el L T ! ! ] 3:46 AM
participants or tap a participant’s name to chat Mute @ tomorrow o review jFrom Davz Richordido Y,
Mute Audio prepare for our meeting next week 1 will send an email with today's

presentation this afternoon.

{3 From Henry Smith (privately) ~ 8:47 AM b
. Chat That sounds good. @) From Henry Smith to All
That would be great.

Chat

privately (tap Chat on the pop-up menu to chat

if you're the host). Type your message in the Make Host

text box and tap Send to send your message. . e i
Allow Record prepare for our meeting next week.

When you receive a message, you will see a e feke st e O

notification next to the Participants button in Allowecord Renae

the bottom menu. Rename Remove

Cancel
] Send Send

@ RingCentral



RingCentral Officec@Hand from AT&T Meetings | | 28

End a Meeting C_JDesktop

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 { End Meeting or Leave Meeting? =t
. . . \
longer the host, you will see the option to leave the meeting rather than To keep this meeting running, please assign a Host before you dlick Leave
I'd like to give feedback to Office@Hand Meetings

End Meeting for All Leave Meeting Cancel

end the meeting. Meeting.

Click End Meeting to end the meeting for all participants.

i ®

Manage Participants _ Share Soreen  Chat

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

clon [3] 149-383-8829

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.

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

(
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Office@Hand Plugin for Microsoft Outlook

Office@Hand 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 synchronized with the Lﬁ ) @& @ @ @
Office@Hand Meetings app. You can instantly launch an online meeting ; e EES—— —
from Outlook. Jac Meatina - Meetn

@ Outlook File Edit Mew Message Format Tools Window
L N

Schedule an Online Meeting from Outlook B R e s =g @ Tme 2o N
Soid  Scheduling  Gancel  New E-mal Foply Al  Reminder: |15 Minutes " Recurrance Check Names G

You can schedule an Office@Hand Meeting from Outlook. Prerequisites:
e Launch Outlook (version 2013 or later) with Meetings plugin.

From: | Ringcentral (Wendy Wang)

e Launch Office@Hand Meetings version 3.7 or later. M:L:_ Im:::: Tod Yoshlkaws
Location: | https:/V| { i |.eom//1481294133
To schedule a meeting from the Outlook main window: B veoeoio 1 oo [N AR o8 e Q) )
1. Select the Schedule a Meeting icon in the Outlook main window. om?::;n:::::mﬁ;"mm Durtion: (soMimtes &) (Crange Setings  Remove RingCentral Meeting
2. Inthe Office@Hand Meetings client, click Schedule. Message Scheduling Assistant
3. Select the Office@Hand meeting details, and click Schedule. Hello,
4. The Outlook meeting populates with the Meetings information. Wendy Smith is inviting you to.a scheduled RingCentral meeting.
5. Send the meeting invitation from Outlook. Topic: Team Meeting _
6. The meeting shows up in both Outlook and Officec@Hand Meetings. e
) . ene RingCentral Mestings
To schedule a meeting from a scheduled appointment: — -
1. Inascheduled appointment, click Schedule RingCentral Meeting. g
2. Inthe Office@Hand Meetings client, click Schedule. S
3. Select the Office@Hand meeting details, and click Schedule. e T o8
4. The Outlook meeting populates with the Meetings information. San | Ect) | Duein| Sop
5. Send the meeting invitation from Outlook.
6. The meeting shows up in both Outlook and Office@Hand Meetings.

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

@ RingCentral
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Start an Office@Hand Meeting from Outlook

You can instantly launch an Office@Hand meeting from Outlook:
Prerequisites:

e Launch Outlook (version 2013 or later) with Meetings plugin.
e Launch Office@Hand 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 Office@Hand Meetings client launches the meeting.

(

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

T oo E @ (™
= Start with video

q
U Home | _Orgae-iz_a J Toalsj v« Start w;thm:lt video L—
& B @ &rrgre——eiy oo

o

E-mail : Delete Fie|:||3|lI Reply All Forward @% Attachment - Move Q e
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

RingCentral
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Mobile Settings
Open the Office@Hand Meetings App on your Mobi
. . . m obile
phone. Tap Settings. You will see Meeting,
About, and Sign Out. ’ ’ Android ’
Settings < Settings My Profile < Settings My Profile
My Profi |e .My Profile Personal Meeting ID (PMI) A4 FAd TS
Tap My Profile to view and set up your Personal 541-744-7745 Use PMI for Instant Meetings [ @)
Meeting ID (PMI). A Personal Meeting ID allows Meeting Use PMi for Instant Mestings (@) Yo VAl s us st masings st on s
you to set up ameeting ID that is easy for you to Your il will ba used for nstant meatings-started an
remember. Here you can set a custom Personal — i lnien:
Meeting ID to use for meetings started on this
device. S

Lo,

Settings

é RingCentral
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Meetings
Tap Meeting to choose your Audio, :
Microphone, and Video settings. Here you will m Mobile
decide whether you’d like to connect your ' ’ ’ i0S
phone’s audio, mute your microphone, and turn Settings < Settings Meeting < Settings Meetings
off video by default every time join a meeting —— O
from your phone. You can always manually . Meeting Auto Connect Device Audio OFF Automatically connoet augio using ntamet wher joning
change these settings after you have joined a st oo e atieicg
meeting e e
Always Mute My Microphone
Tap the switch ON or OFF for each of the Sign Out R A TR TReG AlwalETien. Oft My Video [ @,
following settings: s el e R jong A mesting
e Auto Connect Device Audio apyght €2012.2015 Zoom Video Cormuncations.| Always Turn Off My Video [on @] AirPlay [ @
e Always Mute My Microphone Always tum off my video when joining a meeting o0 Il ot Tyl 2 aherw i Mast i
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.

o

Home Settings

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

Version
View the current Version of your Office@Hand
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 Office@Hand.

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
*®

Meeting

. About

Settings

Sign Out

Q=
£ Settings About

Version

Send Feedback

Office@Hand 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:

£ Settings Ab!ut ;

Version 3.5.16567.0519
Send Feedback

Rate Office@Hand in the App Store

< About Feedback Send

For technical support, please visit Office@Hand
Support.

We also welcome your ideas, requests or

comments about Office@Hand. Please enter
your feedback here:

RingCentral
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If you are often on conference calls and
meetings while driving, use Safe Driving Mode
for Office@Hand Meetings.

Safe Driving Mode Safe Driving Mode

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

Your microphone is 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 say Done Speaking.

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

(
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Desktop Settings

Open Office@Hand Meetings on your desktop.
Click Settings in the upper right corner. You will
see Settings for Audio, Video, General,
Feedback, Recording, and Statistics. Click one
of the categories to see detailed settings.

Mac
Mac users will see General, Audio, Video,
Feedback, Record, and Statistics.

Windows
Windows users will see Audio, Video, General,
Feedback, Recording, and Statistics.

I:I Desktop

Dave Richards =

Start without video

Schedule

>

Start with video

Join

Meeting Option

[# Enter full screen mode automatically when viewing the shared screen

[_| Enter full screen mode automatically when starting video

[# Fit to window automatically when viewing the shared screen

[ Enable dual stream for dual monitor

O

URL to Clipboard after meeting starts

gCnnﬁrm with me when | leave a meeting

I:I Windows

() Audio
™ Video
&% General
(3 reedback
[2] Recording
Statistics

Test Computer Audio

Speakers (High Definition Audio Device)

Volume

~| Automatically adjust microphone

' Automatically join sudio by computer when joining a meeting

| Always mute microphone when joining meeting

RingCentral
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General
Windows and Mac users will see different options under General.

Mac

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

e Enter full screen mode automatically when starting video
e Enter full screen mode automatically when viewing the shared
screen
e Fit towindow automatically when viewing the shared screen
e Enable dual stream for dual monitor
e Automatically copy Invitation URL to Clipboard after meeting
starts
e Confirm with me when | leave a meeting
Windows
Under Application, check the checkboxes next to each item you'd like to
set.
e Start Office@Hand Meetings when | start Windows
e Minimize window to Notification Area
e Automatically copy Invitation URL to Clipboard after meeting
starts
e Confirm with me when | leave a meeting

Under Content Sharing, check the checkboxes next to each item you’d like

toset.
[ )

Enter full screen mode automatically when starting video
Enter full screen mode automatically when viewing the shared
screen

Fit to window automatically when viewing the shared screen
Enable dual stream for dual monitor

Turn off Windows 7 Aero mode in screen sharing

[:I Mac

o

[:I Windows

General

Meeting Option

(™ Enter full screen mode automatically when viewing the shared screen
|_| Enter full screen mode automatically when starting video

(¥ Fit to window automatically when viewing the shared screen

|_| Enable dual stream for dual monitor

|_| Automatically copy Invitation URL to Clipboard after meeting starts

™ Confirm with me when | leave a meeting

0 Audio General

B Video
o General
& reedback
[3] Recording
Statistics

Application
Stant Office@Hand Meetings when I start Windows

Minimize window to Notification Area
Automatically copy Invitation URL to Clipbaard after meeting starts
' Confirm with me when Ileave 3 meeting
Content Sharing
Enter full screen mode automatically when starting video
| Enter full screen mode automatically when viewing the shared screen
Fit to window automatically when viewing the shared screen
Enable dual stream for dual monitor

o Turn off Windows 7 Aero mode in screen sharing

RingCentral
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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.

If you'd like to set the following options, check
the checkbox next to each item:
e Automatically adjust microphone,
e Automatically join audio by computer
when joining a meeting
e Always mute microphone when joining
meeting

Video

See a preview of what your Video looks like to
ensure good quality for meetings. Use the drop-
down menu to choose which webcam you'd like
to use if you have more than one connected to
your desktop.

If you'd like to set the following options, check
the checkbox next to each item:
e Enable mirror effect for my video
e Always show name on video window
e Always turn off video when joining
meeting
e Hide Non-Video Participants
e Capture 720p by default

Speaker

[ Test Speaker ] | Built-in Output (Internal Speakers) #]

| Click Test Speaker to make sure you can hear others |

Output Level: [

Output Volume: \y —
.Micmphone

Please speak to your microphone. If you can not see the volume
indicator blinking, select a different mic.

Select Mic l Built-in Microphone (Internal microphone) #J

tnputlevel: [ [ [ 1

Input Volume: {
# A ically adjust mi hi settings

|_| Automatically join audio by computer when joining a meeting

|| Always mute microphone when joining meeting

L:I Windows

() Audio
™ Video
o General
@ Feedvack
[E] Recording
Statistics

Test Computer Audio

Speakers (High Defintion Audio Device)

Volume

Mictaphone (High Definition Audio Device)

Volume

| Automatically sdjust mictophone

 Automatically join audio by computer when joining a meeting

| Always mute microphone when joining meeting

Camera: l FaceTime HD Camera (Built-in) =

(™ 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

o General
3 reedback
[E] Recording
Statistics

Video

B Video Integrated Webcam

| Enable mirror effect for my video

Ahways show name on video window
Ahways turn off video when joining meeting
Hide Non-Video Participants
Capture 720p by defautt
1f you do ot see any video, please try these steps:
« Make sure that your webcam is plugged in and tumed on.
+ Check the video selection above to use the correct webcam.
+ Ensure that your webeam is not being used by snother application.
« Connect your webcom to a different USB port.
« Restart your computer.

If the issue still persists, please visit our Suppert Center.
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Feedback

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

I:I Mac

8006

' Feedback

For technical support, please

it Support.

We also welcome your ideas, requests or comments about RingCentral

Meetings.
Send Feedback

[- N Record

Store my recordings at:
ﬁ;’usen’Lauren;’Du(uments/RingCentralOﬂi(e@HandMeEtings #]

Open Recordings in Finder

147.94 GB remaining

|| Choose a location for recorded files when meeting ends

|:] Windows

O wudio Feedback

M Video

o® General
= Feedback
Wihile we won't respond to your comments directly, we will use the information you

[E] Recording provide to improve our support resources

Fortechnical support. please visit Support.

We also welcome your ideas, requests or comments, Please enter your feedback here:

BB statistics

3 ke Recording
M Video
o® General Store my recordings at:

s —— open
@ reedback

336 GB remaining.
[Z] Recording
Choose a location for recorded files when meeting ends

Statistics
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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.

L:] Mac

—A [ e i s |

€PU 2.2 GHz 4-core Memory & CE

Office@Hand Meetings 2.0% Office@Hand Meetings 121 MB
. '

Overall 9.0% Overall 3.6 GB
- —

Bandwidth e

Network Type WiFi

Proxy -

|:| Windows

&

0 hudio
™ Videa
® General
& Feedback
[E Recording
ED Statistics

Audio Video Sereen Sharing

OPU 28GH: Coress4 Memory 791 GB

Office@Hand Meetings 0% Office@Hand Meetings 63 MB

Overall 0% Overall 45168
Bandwidth
Metwork Type
Proxy
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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

l:l Desktop

. o N =
Dave Richards [ - [\ £} Settings

Personal Meeting ID
Check for Updates.

Help

Log Out
Exit

q

for instant meetings started on this device.

Check for updates Start without video Start with video
View the current version of your Office@Hand

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.

Schedule Join

Help
Click Help to be taken to the Office@Hand

Customer Support Center to get access to
helpful articles.

Log Out
Click Log Out to log out of the Office@Hand

Meetings app.

Exit
Click Exit to exit the Office@Hand Meetings
app.
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