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The RingCentral mobile app puts the convenience and power of your entire business phone solution in the palm of your hand. Users can take and make calls, 

check messages, connect and collaborate through voice, fax, text, global conferencing and online meetings.*  

The mobile app is fully integrated with company directories, allowing individuals to see their contactsĦ availability and eliminate phone tag or on-hold time. 

This ĨPresenceĩ feature shows the real-time status of co-workersĦ extensions (busy or not) across all devices, including their smartphones and tablets. 

The RingCentral mobile app supports Bring Your Own Device (BYOD) initiatives, and empowers you and your employees with solutions such as company 

directory and a single business identity for voice, text, and faxĤall while reducing your costs on devices, improving employee productivity, and safeguarding 

your business data. 

*Business SMS (text), conferencing, and online meetings are available with selected RingCentral Office plans. 

 

 
Note:  This document employs Android screens to illustrate managing and using the mobile app; iPhone screens operate the same and look almost identical. 
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With the RingCent ral Mobile App You Can: 

ĭ      Receive business calls and faxes; 

ĭ      Check your voicemail and received faxes; 

ĭ      Send and receive Business SMS (text) messages;*   

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

ĭ      Create custom business greetings for business and after hours; 

ĭ      Set up business voicemail greetings; 

ĭ      Manage your call-handling and call screening rules; 

ĭ      Host or join a global conference with up to 1,000 participants;*  

ĭ      Host or join an online meeting with Web sharing of desktops and mobile   
screens.* **  

ω Quickly access application functionality from a new pop-up menu. 

       *Available with selected RingCentral Office plans. 

** Users can share their iPhone screen via AirPlay to their RCM desktop 

client. Users can share their Android screen directly from the RCM 
Android app if  their Android device is running OS 5.0 and higher. 

All features and functions can be accessed and managed by logging into your 

account on the RingCentral Web site. In addition, almost all of the Admin, 

User, and Group Manager features can be accessed and managed from the 

RingCentral Office Mobile app, as described in this document. 

See the Appendices at the end of this document for instructions for on 

installing the Mobile app and setting up your account. 
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  Active Call Controls  
   

Mute  replaces the Answer  button when a call is connected. It 
turns off your microphone and eliminates background noise. 

Keypad allows you to dial a number or press numeric inputs to 
access a certain department or queue. 

Speaker gives you the option to use any of your audio sources, 
typically the headset and the internal speakers. 

Hold  puts the other party on hold until you tap it again to undo 
the action. 

Record activates On demand Call Recording for  your extension.  
Recordings are saved in your extension's online account. 

Switch to Carrier hands off a call from your local VoIP service 

to your mobile carrier  when the Wi-Fi signal is weak. 

Transfer  lets you transfer a call to other extensions or call 
queues on your RingCentral phone system. 

Park enables you to place calls on hold in a virtual location and 
retrieve them from any desk phone in your system. 

Mute  replaces the Answer  button when a call is connected. It 
turns off your microphone and eliminates background noise. 

End ends an existing call. 
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Single Sign On allows employees in a company to access all company applications 
with one set of credentials. (Office Premium and Enterprise only.) 

RingCentral Global Office provides a single phone system to multi-national 
companies that have offices around the world. This phone system is cloud-based 
and can be used on desktop apps, desk phones as well as mobile apps, simplifying 
the management of the phone system across all international branch offices. 
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The Main Menu 
 

When you log in, All Messages will be the first screen displayed on your 
Mobile app. The new interface provides immediate access to the most 
commonly used app features, shown along the bottom of the screen.   

 

Tap the caret          at the bottom of All Messages to access more features. 
The caret appears at the bottom of most Mobile app screens. 
 

Tap the           sign at the top of All Messages to create a new text or fax 
message. For example, tap Text  to open the New Message screen. 

Tap           to edit (delete/clear) messages. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

All Messages 
 

All of your voicemail, text, and fax messages are immediately visible when 
you log in to your Mobile app. Recent messages that you have responded to 
appear in black; messages you have not read or heard appear in blue; and 
calls you missed appear in red. 

In the Search box, you can search for messages by sender name or number. 

Tap a message to listen, view, or read it. Tap the circled caret to the right of 
the message to view information about it, and respond with: 

ĭ      call back 

ĭ      send a text or a fax to the number 

ĭ      create a new contact 

ĭ      add the number to an existing contact, or 

ĭ      block the number 

Some functions might not appear if certain permissions are restricted. 

Note: Text, Meetings, and Conferencing are available for Office customers only. 

 

 

 

 

 

 

Expanded menu reveals 

more Mobile app features. 

 

 

 

 

 










































































































































































































































