Getting Starteo
Guide for
/00m Phone

A user guide for Zoom’s modern
enterprise cloud phone solution




First things first.

To ensure you can access Zoom Phone, you'll need to download the latest
version of the desktop client form our The latest client

has all the current features available for Phone.

You'll then need to conduct the initial setup of your Zoom Phone. Visit

or and enter your email address and password. Upon sign
in you will be taken to your Profile page. Please navigate to “Personal” and
“Phone.” If you haven't completed your account setup, select a country, area

code, timezone, set your voicemail PIN, then click “Setup.”

Select country and area code

United States ws| | 669

Set your timezone. You can change it later in My Profile

{GMT-8:00) Pacific Time (US and Canada; ~

Set PIN code to listen to voicemail by telephone.

000000
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https://zoom.us/download
http://zoom.us/signin

Feature Overview

Let's review the settings and features
of Zoom Phone.

Settings
Click the Settings tab to view the following information

and options:

o Site: Displays the site you belong to (if your admin

enabled multiple sites for your organization).

o Company Number: Displays the extension number

assigned to you and the main company number.

o Number(s): Displays the direct phone numbers
assigned to you. To change the emergency address
associated with the phone number, click Address
and select an address from the drop-down menu or

click Add Emergency Address to add a new one.

Note: The emergency address is provided to first
responders when dialing an emergency number.

Make sure to enter the correct address.

Calling Plan(s): Displays your current calling plan

that determines restrictions on your outbound calls.

o Outbound Caller ID: Select the default caller ID
when using the Zoom client to make outbound
calls. You can select between the main company
number and any direct phone numbers added by
your admin. You will still be able to change the
outbound caller ID before making a call in the Zoom

client.

o Area Code (optional): Click Set or Edit to change

the area code used for local calls.

History Voicemail Recording Settir

Site o Main Site (Main Site)

Company Numbcro (669) 867-5309#4651

Number(slo (720) 784-8193 Address
Calling Plan(s) o US/CA Unlimited Calling Plan

Outbound Caller 'Do Number - (720) 727-0993

Area Code o 720 Edit
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Desk Phone(s): Displays any devices added to your
account. Phones with an Online status are turned

on and provisioned by your Zoom Phone admin.

Call Queue Membership: Displays call queues
you've been added to. You will also see (Manager) if
you've been assigned as the call queue manager. By
default, calls to call queues that exceed a max wait
time set by your admin will route to the call queue

manager.

Receive calls from call queues: Click to toggle to
disable or enable all calls from call queues you have

been added to.

Auto Receptionist Operator: Displays auto
receptionists you've been assigned as the operator.
By default, the operator is assigned to the O key

in the Integrated Voice Response (IVR) system. If
closed hours are set by your admin, calls during

closed hours are routed to the operator.

Business Hours: Click Edit to change the times
when you can answer calls. By default, inbound
calls outside of business hours will be immediately

forwarded to the your voicemail.

Desk Phonels) (B Polycom vwxs01 (B Polycom

Offline Online

Call Queue Membership Billing call queue (Manager)

Customer Service call gueue

o Receive calls from call queues

Business Hours 24 Hours, 7 Days a Week Edit

Business Hours @

24 Hours, 7 Days a Week

Rine Mada

@ Custom Hours
Sun From 9:00 AM To 6:00PM ~ 24 Hour
B Mon  From 9:00 AM  ~ To 6:00 PM ~ 24 Houwr
B Tue From .00 AM To &:00PM 24 Hou
@ Wed Fom  9:00AM ~ To  &OOPM ~ 24 Hou
8 mhu From .00 AM  ~ To 6:00PM  ~ 24 Hou
a Fri From .00 AM  ~ To &:00PM  ~ 24 Hous
B Sat From 9:00 AM To &:00PM  ~ 24 Hou

o (R
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Ring Mode: Select the method to distribute calls

during business hours.

Note: Zoom applications refers to both the Zoom

desktop client and mobile app.

Select “Simultaneously” to ring the Zoom app and
specified devices at the same time. After selecting
this option, edit the Call Handling & Forwarding

option below to specify the routes.

Select “Sequentially” to ring the Zoom app and

devices one at a time.

After selecting this option, edit the Call Handling &

Forwarding option below to specify the sequence.

Call Handling & Forwarding: Click Edit to specify

how calls are routed during business hours.

Note: Zoom applications refers to both the Zoom

desktop client and mobile app.

If you set the Ring Mode to “Simultaneously,” use
the toggles to enable or disable each option. Click
Add Forward Number to add a custom phone to
forward to; for example, you can add your personal

phone number.

If you set the Ring Mode to “Sequentially,” use
the arrow icons or click and drag to rearrange the

order. Click Add Forward Number to add a custom

phone to forward to; for example, you can add your

personal phone number.

Business Hours 24 Hours, 7 Days a Week Edit

Ring Mode

@ l Simultaneously i l
Simultaneously

Sequentially

Voicemail Greeting

Default ~ @ Customize

sEyugiiudny

Call Handling & Forwarding Edit
1. Zoom Applications
2. Desk Phone - Folycom wwxb01

Call Handling & Forwarding @
Q o Zoom Applications

Q (B Helios Lab - VWX 201 - Polycom wx201

@D B Helios Lab - WX 501 - Polycom vux501

Add Forwarding Number

Close
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@ Voicemail Greeting: Select a greeting from the
drop-down menu or click Customize to record a

greeting or upload a supported audio file.

Select “Record by Computer” to record your

outgoing voicemail message

If you already have a recorded voicemail message,

select “Upload” and select your file.

@ Delegation: Click Add to assign another phone
user to answer your calls during business hours.
If another user has assigned you to answer their
calls, you will see their name and extension below |
can assist for. If you don't want to answer calls for

another user, click @ beside their extension.

@ Blocked List: Click View or Edit to see a list of
numbers and prefixes that are blocked. Numbers
and prefixes beside Default are blocked by the
admin and applies to all phone users in your
organization. Click Add in one of the following

sections to block prefixes, numbers, or extensions.

Blocked phone number prefixes: Block all numbers

with a specific country code and area code.

Note: For example, entering 1905 blocks numbers

with country code 1and area code 905.

Blocked numbers or extensions: Block a specific

phone number or internal extension number.
Note: Enter a country code before the number.

PIN Code: Click Show or Edit to enter a 1 to 6 digit
voicemail PIN. The default PIN is 000000. The PIN

is used when checking voicemail on a desk phone.

Voicemail Greeting

Default
Customize Greeting @
Record by Computer Upload

Adjust Volume

Speak to your computer microphone. If the input level does not turn green,
adjust the volume slider.

Input Level []

Input Volume  jx e 4[]

Next

Cancel

Delegation Assign answering call privileg
Add

| can assist for

Assign answering call privilege @

Choose users who can answer calls on your behalf

l Enter email addresses (Up to 15)

Cancel

Blocked phone number prefixes @

The numbers beginning with the following prefix will be blocked
Default 18777022168, 4158729233

Blocked Prefixes Add

Blocked numbers or extensions

Default +14158721526, +14158728293, +1415872
Blocked Numbers or Add
Extensions
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Using Zoom Phone

Let's take a quick look at the interface and basic features and functions of

Zoom Phone inside the Zoom application.

View your inbound

and outbound 2 p—
call history LA Q Search 3
Keypad History Voicemail ]
g View your

voicemail inbox

Enteraphone | o Enter aname or number...

View the number or

number of access
your company
directory
1 ngr. §. ee Q. Search
4 D 6
7 8 9 Rosalinda Torres
nn:06

* 0 i

contact you're
speaking with

Mute, record, add a

bt

9 3 <)

° Mule Keypad Audiu
[

y
Change the number 13 I G¢
you're calling from ————— @ CallerID: (720) 876-5309 ~
Add Call Hald Transfer

participant, transfer,
or place on hold

@ [
® @ ® ®

Home Chat Phone Meetings Contacts Record Meet

©
i

Elevate your Zoom
Phone callto a
Zoom Meeting

End the call

@ @ o)
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=
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