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	HOW TO GUIDE
Blocking/Unblocking Numbers in RingCentral



Follow these simple steps to block unwanted callers, review your blocked numbers list, and remove a number when you no longer need it blocked.
	ℹ  Note: Blocked numbers will not be able to reach you. They will hear a message stating their call cannot be completed. You can review and remove blocked numbers at any time from your settings.



	  1     Block a number from the Calls tab  🚫
From the Phone menu, click the Calls tab. Locate the number you wish to block, click the three dots (⋯) next to that number, and select Block number from the drop-down menu.
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Phone → Calls → click ⋯ next to the number → Block number



	  2     View your blocked numbers  ⚙
To review the numbers you have blocked, go to Settings → Phone, then click Blocked numbers. This is where you manage all of your blocking preferences.
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Settings → Phone → Blocked numbers









	  3     Review your blocked numbers settings  📋
On the Blocked numbers screen, you will see your blocked numbers or area codes, trusted numbers, and General settings — including the blocked call message, Block Robocalls, and Block calls from pay phones.
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Blocked numbers screen → review numbers, trusted list, and General settings












	  4     Remove a blocked number  🗑
To unblock a number, click the Blocked numbers or area codes tab. Find the number you would like to remove, then click the trash icon (Delete) next to it.
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Blocked numbers or area codes → click the Delete (trash) icon



	PRO TIP  💡
Use the Trusted numbers list for clients, or vendors, whose calls should never be blocked under any circumstance. You can also enable Block Robocalls in General settings to automatically reduce unwanted spam calls.



How To Guides	Internal Use Only	Page 1
image3.png
0 sonsson 00

Settings Phone

RingCX
Admin . -
g O ezl Incoming calls
Fax & Message
Incoming call rules >
Q = Video Sethowincoming cals ring your apps and devices, and how missed calls are handled.
Contacts
. % Phone
O Incoming call information >
D 0 Voicemail Setwhat you willsee on your 3pps and phones whenyou have an incoming cal, and what you
willhear when you answer the cal
=3
vemge | @ Tt
B Fax Blocked numbers
Specify numbers from which callers worit be ableto reach you.
. ® ACE
®
ACE & Notifications Call waiting R
Allowincoming cals to be answered while on an active call,
- < Audio
More
B Calendars and contacts Callflip N
N Easily transfer ive calls between your devices by pressing « and followed by an assigned
Ther number.
@ Themes
+ Al .
I Hold music >
settings. @ Privacy Select the music that callers will hear when they are on hold.
o Ringtones Manage  High Gong -
= Customize tabs Set the sound you'l hear when you receive incoming cal. You can adjust ringtone volume in
@ Ao setings
2, Admiristration ~





image4.png
< Blocked numbers

Block incoming calls from specific numbers or area codes, and specify trusted numbers which should never be blocked under any
circumstance.

Blocked numbers or area codes Lnumber >

Block incoming calls from specific numbers or area codes.

Trusted numbers. >

Specify trusted numbers which should never be blocked under any circumstance.

General settings

Blocked call message

(® I'msorry. The number you dialed can ot be reached from your calling area. Goodbye. >

Block Robocalls

(®  I'm sorry, the number you dialed cannot accept calls from payphones at this time. Please try your call again later.
Thank you for calling. Goodbye.

@
Block calls from pay phones [ o]
>




image5.png
Blocked numbers or area codes

Block all numbers

—+ Addblocked number

Number

+7(039)2





image1.png
SWE Homes.Com

oBvarsday Homes For Braryday Pooale’





image2.png
(@ RingCentral - Phone

File Edit ip

£¢) SWEHomes,LP (¢ >

O Keypad [ Calls |Voicemail <> Notes v

Myealls Agentcalls

Q AL MisSED v Edit

om:
SNotes  0232PM
ErgosIT |8 v o = <—

2. =N

@ _ 5 Fax
& 1min185ec 02

T Copy number
T

otes 0z [i] Delete

@ Block number

(-]
0
o
0
(-

Yesterday

Yesterday

More
Yesterday




