
Ring Central Primer for On-call Providers 
Overview:  

Central Ohio Geriatrics uses Ring Central (RC) to manage calls made to our toll-free number. Two extensions are setup for 
handling calls received during non-business hours. Extension 900 for urgent calls, and extension 800 for non-urgent 
messages. Calls and messages are accessible through three interfaces: a user’s phone, the RingCentral Phone app available 
for iOS and Android phones, and via the RC Web Portal. This document provides information on answering calls forwarded 
to provider’s phones and the process of checking messages left for urgent calls. 

RingCentral Phone App (RCPA): 
RCPA is required to receive notification of urgent messages. Additionally, it offers more robust access to RC features such 
as the ability to direct/transfer calls to a different number and make calls while displaying the COG phone number instead 
of your cell or “Restricted” as the caller ID for outgoing calls. 

 Download the app for iOS and Android by searching for “RingCentral Phone”. 
 When installing, please allow all requests for access to phone features to allow for proper functioning. 

What Callers Hear: 
Thank you for calling Central Ohio Geriatrics. You’ve reached the emergency on-call line. If you have a non-urgent concern, 
press 7. If your call requires immediate attention, and you would like to speak with the on-call provider, press 8. 

 Caller presses 7 Caller hears the following prompt: You have reached the after-hours non-urgent voicemail. 
Please leave the following details: the spelling of the patient’s name, the reason for your call, your call back 
number, and the facility where the patient resides, if applicable. Please note messages left here will be 
processed on the next business day. 

o Messages left here are managed by the Clinical Coordinators and are NOT presented to the on-call 
provider. 

 Caller presses 8 Call is forwarded to the on-call provider’s phone for a period of ~45 seconds. If left 
unanswered callers are directed to the urgent message center and hear the following prompt: You have 
reached the on-call urgent voicemail. We’re sorry, we are currently assisting another caller. Please leave your 
name and number and you will receive a return call as soon as possible. 

o You MUST be logged in to RCPA to receive notifications for new voicemail. 
 

Answering Calls through your phone: 
 Answered calls present several options before connecting you to the caller: 

 Press 1 to accept the call 
 Press 2 to send the call directly to the on-call voicemail box 
 Press 3 to disconnect the call 
 Press 6 to forward the call to another extension 

 
Managing Messages in RCPA: 

Messages left in the urgent voicemail box are accessed through RCPA. The following are guidelines on the use of RCPA 
during your time on-call: 

 You MUST be logged in to RCPA to receive notifications of new messages. 
 Log in to RCPA using the e-mail address: oncall@cog-med.com. Contact Adam Klinger for the current password 

to this account. 
 To avoid confusion with on-call providers following you, please clear handled messages when finished working 

with them. 
 Log out of RCPA when not on call to prevent notifications from appearing and to avoid the potential of 

inadvertently marking messages as read for active users. 
o Tap the cardinal icon in the upper left of the screen. Scroll to the bottom and tap “Logout”. 


