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RINGCENTRAL VIDEO: SCHEDULING
THROUGH THE MICROSOFT OUTLOOK
ADD-IN

The RingCentral Scheduler Outlook add-in makes scheduling RingCentral Video sessions in Outlook easy. With
this Outlook add-in, you can quickly add a meeting to any new or existing calendar event.

Note: This add-in is only available to RingCentral users with Microsoft outlook account.

INSTALLING THE RINGCENTRAL SCHEDULER ADD-IN

Follow the steps below to integrate the RingCentral Scheduler to your Outlook account:

1. Open the Outlook desktop or the web application and click Get Add-ins.
2. If you are using the new Microsoft Outlook interface, click the More icon.
3. Select Get Add-ins.
4. Type “RingCentral Scheduler” in the search bar.
5. Click Add.
6. Click Continue to begin the installation.
EE . , g Y + \
< oE- MY ~ | B | &
Read/Unread Categorize FOlLISW E:'Irtnae:] @ Address Book See(r;:if; Ad(caﬁitns View Insights F;ehr;g;t
C) Sync a
Inbox =0
1
Today
B Get Add-ins b
RC IMP Portal
e INC-30039 - RingCentral Public F... 4:17 AM Customize Toolbar...
RingCentral Service Status Update Internal Employe
(] Office Add-ins
Add-Ins for Outlook
Add-ins may access personal information. By turning an add-in on, you agree to its License Terms and Privacy Policy. Q_ ringcentral scheduler e
Al Results for 'ringcentral scheduler'

One last thing...

My add-i
y addins RingCentral Scheduler
X W« Kk kK
Admin-managed
L[] H
Schedule a RingCentral Video or ngcentral Scheduler
RingCentral Meetings with just one

click By clicking continue, you agree to the provider’s license terms and privacy
| policy and understand that the rights to use this product do not come from

Admin-managed A i g _
Microsoft, unless Microsoft is the provider.
- @
|
(oo | RO

© 1999 - 2021 RingCentral. All rights reserved.




RingCentral Video | Scheduling Through the Microsoft Outlook Add-In

SCHEDULING A MEETING USING THE RINGCENTRAL
SCHEDULER ADD-IN

Access your Outlook calendar.

2. Click Meeting.
a. If you are using the new Microsoft Outlook interface, click Calendar.
b. Click New Event.

Complete the meeting invite details.

Click Schedule with RingCentral.

Click Settings to customize your meeting invite. This is optional.

Click Send.
c. If you are using the new Microsoft Outlook interface, click the More icon.
d. Hover over RingCentral Scheduler.
e. Select Schedule with RingCentral.
f. Click Send.
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Thanks!
Rina has invited you to a RingCentral Video meeting.

Please join using this link:
https: ntral. 9fd9asa 1141306

Password: EejlemSDVP

One tap to join audio only from a smartphone:
+16504191505,,939567840#,,33553653874 United States (San Mateo, CA)
+18885110509,,939567840#,,3355365387# United States

Or dial:
+16504191505 United States (San Mateo, CA)
+18885110509 United States
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