Ring University

RINGCENTRAL APP: SETTING YOUR PHONE
PREFERENCES

This quick guide explores some important settings to adjust for use with the calling feature of the
RingCentral app.

SETTING YOUR PHONE PREFERENCES

1. Click Settings.

2. Click & Phone.
a. Click the Default caller ID dropdown to select your preferred caller ID for outbound calls.
b. Under “Default phone app for calling”, select the Use RingCentral (this app) option.
c. Manage your physical address under the Emergency response location section.

@ RingCentral,Inc. < > Q sean

.

ut
6] Customize tabs
Message
8 Notifications and audio Default caller ID .
(]
RICeS & Themes
Fax from
Phone ® Message )
Q B Video
Cq
2 . Phone Text from .

Workspace B4 Calendars and contacts

® Keyboard shortcuts RingOut Manage (OB
More

Extension settings “

Heads-up display (HUD) Manage @D

Default phone app for calling Use RingCentral (thisapp) ~

Resion m
I th intry for your location. This will b for loc i »
r formatting, It w )t aff L (

Apps

Emergency response location m
o Set yc I the or emergenc
( od Davi ) 20 DA ) JELMONT,
{ Cer ) ation ser erm

Settings

Resource
Center

© 1999 - 2023 RingCentral. All rights reserved.




RingCentral App | Setting Your Phone Preferences

UPDATING YOUR AVAILABILITY STATUS

Once you have updated the general settings, click your profile picture to set your availability status.
a. Select Available if you are available to take phone and video calls.
b. Select Do not disturb to block incoming calls. This also mutes chat notifications from direct
messages and teams.
c. Selecting Invisible gives the impression that you are offline. You still receive messages and
calls.
d. Your status automatically appears as In a meeting when on phone or video calls.
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