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(1) Go to ringbyname.com
(=) Click on “My Account.”

i}

ABOUTUS RESELLER 855-345-RING

(3) Log in using your email address and password.

Signin to RingByName

Reset Password

If unknown, contact Ultrex.

(4) Click your name on the top right of the screen.
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(5) Click ‘Go to system administration.’
FSEEES  Hi Test ~ .
Feceive Calls At
Cutbound Call Seffings
Connect to Your Google Account
Import Contacts from T3V File

WMy Profile

Voicemail & User Settings

Support

Logout

—_———

(B6) From here, click ‘Main setup.’

Dashboard Overview

ot

Main Setup
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(7) Click on ‘Menus’ tab.

(E_,) Phone Numbers

O Permissions

(8) Click ‘Add Menu.’

Menus

Searchfor: | @

Currently Available Menu Choices

Name Menu

Company Menu

Show| 50 v ‘Per page
Total of records found: 1 (1to 1)

(9) Name the menu and send calls to the desired voicemail box.

Menu Settings

Please provide a name or description for this menu

MeruName [ inclement Weather |

‘When caller presses Send Callz To

I None/Any I 2

iofl Menus

Company Menu
Allow callers to pres{ Departments

Sales

Technical Support

Users T
Reception User

Test User
Voicemail Boxes
houldwe greetyouf  Reception User

Sales

Technical Support

Test User ——
“OtherOptions |

Dial by First Name

Dizl by Last Name

Route operator calls to:

®) Use Auto Greating "

Read the message |

Usean MP3 I'veuploaded

Justring
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(10) Select ‘Read the message I've typed below’ and type out the
desired script.

Menu Settings

Please provide a name or description for this menu

Menu Name | Inclement Weather |

When caller presses Send Calls To

None/Any v | |Receptian User ~ |

Add another menu option

Allow callers to press 0 for the operator

Route operator calls to;

How should we greet your callers?

Use Auto Greeting "For Sales, press 1

I #) Readthe message |'ve typed below I

IDue to inclement weather, will be closed . Thank I

Read this message in English <

Usean MP3 I've uploaded

00 Add New File

Justring

]

(11) Select ‘Phone Numbers’ on the left tab.

(;.
£ Users
=

j,_?_- Departments

QQTJY‘ Menus

., Phone Mumbers

O Permissions
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(12) Select the main phone number.

Phone Numbers

Searchfor: ‘

"% These are the phone numbers on your account

Company Numbers (2 Company Line ID Send Calls To

I Ultrex Dema User: Reception User I

Show" 10 ‘Per page
Total of records found: 1{1to 1)

Direct Numbers Caller ID Name Send Calls To

Ext 100 User Reception User

(13) Select the desired voicemail box.

Company Phone Number Settings -

This is a Central Point, OR, United States phone number

Where should we send calls received on this number?

Send calls to: Reception User
Unassigned
Menus
When should we send ca Company Menu
? Inclement Weather
@) Sendcalls 24 hours
Departments
Use these hours for Sales
Technical Support
Users
R — Test User
How should we identify g
o L Test User

-
Caller ID Name W
Reception User
Sales

Technical Support

Test User
Show Company LingTDFSs part ot Caner 10 marmation, 1.7

Company Line 1D

(14) Scroll to the bottom of the page and press ‘Save.’

NOTE: Make sure to revert changes when back to normal office
hours.



