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RINGCENTRAL APP:
USING PERSONAL FOLDERS

The RingCentral app allows you to create personal folders to sort your messaging conversations, helping you
easily access the right conversations by giving you the power to arrange them in folders that you label.
This job aid covers how to use this feature.

CREATING A NEW PERSONAL FOLDER

Follow these steps to create a new Personal Folder:

Click New Folder.

Type your preferred Folder name.

Type the names of the individual, group, or team conversations you want to include in this folder.
Select a Color tag for this Personal Folder; this helps you easily identify it.

Click Create to finish.
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MOVING A CONVERSATION TO A PERSONAL FOLDER

You can freely move any of your individual, group, or team conversations to a new or existing Personal Folder.
Follow these steps:

1. Select your preferred conversation.

2. Click More.

3. Select Move conversation to, then you can either:
a. Create a new Personal Folder.
b. Select an existing Personal Folder.

RingCentral < > = Q search i N+ @

= Mentions * Rina Benini O & ¢ Members (2) -
R - R ¢
O R Bookmarks (R] Ringcentral ’
Q SHOW UNREAD (o ] Guests
@ Rina Benini 5/14/20, 6:07 PM
® B PRODUCT CONVERSATIO... v Hi @
@ * FAVORITES PN Pinned Files Images

Thu, Feb 11th
Project WXY Kick-Off

® Ringo RCU (me) R Ringo RCU started a video call 2/11, 8:06 AM

o Amber H. M« Video call in progress

2 DIRECT MESSAGES Meeting URL

https:/v.ringcentral.com/join/532447752 ¢ =
e Rina Benliro Meeting ID
© Rina Benini H Mark as unread er
305 or Global Number L.
()} ® Tracey Nobel Open profile
Create new folder a
o :.s TEAMS ~ Notification preferences . No pins yet
Favorites
@} Project Updates Pin information and it will
Move conversation to... > e
Denver Project Product Conversations b show up here so that you
@ Close can reference it later.

2 New folder Sales Associates

© 1999 - 2021 RingCentral, Inc. All rights reserved.




