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Using Zoom Phone

Line Delegation
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● Call delegation (also known as shared line appearance) provides an easy way for phone users to assign others to 
handle calls on their behalf.

○ For example, an executive can assign calling privileges to their assistant, allowing the assistant can make 
and receive calls on the executive’s behalf.

●  The delegator is the phone user that assigns phone privileges to another phone user or common area phone. 
Each delegator have up to 32 delegates.

○ The delegate is the phone user or common area phone that makes and receives calls on the delegator's 
behalf. Each delegate can be assigned to a maximum of 32 delegators.

○ Shared lines are direct phone numbers that belong to the delegator but can be used by their delegates.

● The delegate can access the delegator's direct phone numbers, meaning they can make and receive calls on 
behalf of the delegator.

○ Both delegator and delegate can see the status of the shared lines.

○ The delegator and delegate can place calls on hold and transfer them to each other.

What is Line Delegation?

https://support.zoom.us/hc/en-us/articles/360032881731-Setting-Up-Call-Delegation-and-Shared-Lines
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● Delegator and delegate must have a Zoom Phone license and calling plan
○ Delegation policy setting enabled

○ Each phone user with call delegation can belong to multiple call delegation setups or shared line groups.

● How to assign a delegate

○ Sign in to the Zoom web portal.

○ Follow one of these options to navigate the phone settings page depending on if you're a phone user or 
admin:
■ Phone user: In the navigation menu, click Phone, then click the Settings tab.
■ Admin: In the navigation menu, click Phone System Management then Users & Rooms. Click a 

phone user's display name, then click the User Settings tab.

○ In the Delegation & Assistant section, click Set or Add.

○ Select User or Common Area Phone, then specify the phone user or common area phone you want to 
assign as your delegate, then click Send Invite.

Note: The delegate will need to accept the delegation request.

○ Use the check boxes to change the privileges (Place Calls, Answer Calls, Pick up Hold Calls)

What is Line Delegation?

https://support.zoom.us/hc/en-us/articles/360021058071
https://support.zoom.us/hc/en-us/articles/360033511872
https://support.zoom.us/hc/en-us/articles/360032881731
https://zoom.us/pbx/page/telephone/myZoomTelephony#/my-cloud-phone/settings
https://zoom.us/pbx/page/telephone/phoneUsers#/users
https://support.zoom.us/hc/en-us/articles/360032881731-Setting-Up-Call-Delegation-and-Shared-Lines#h_d2bbd075-e8e6-4291-84f5-ee31e42cf603
https://support.zoom.us/hc/en-us/articles/360032881731-Setting-Up-Call-Delegation-and-Shared-Lines
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If someone requested you as their delegate, you can accept the delegation request before you can make and receive 

calls on their behalf. You can also follow these steps to view the delegators you have accepted delegation 

responsibilities for.

Notes:

● If you're an admin assigning a delegate for phone user, the delegation setup is forced and the delegate will not 
have to accept a delegation request.

● The delegate will receive a notification to accept the delegation request when they view their phone settings in 
the web portal. You will see a Pending label until the delegate accepts the request. After the delegate accepts 
the request, their name and extension will appear in the Delegation section.

● If you're assigning a common area phone as a delegate, a Zoom Phone admin needs to sign in to the web portal 
and go to the Users & Rooms page to accept the delegation request.

What is Line Delegation?

https://support.zoom.us/hc/en-us/articles/360032881731-Setting-Up-Call-Delegation-and-Shared-Lines
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Sign in to Zoom

Please go to usc.zoom.us 

Enter your USC NetID credentials 

Click Sign in.

http://usc.zoom.us
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Configure Zoom Phone

Go to Phone.

Setup the Country & Area Code.

Set the Time Zone.

● To edit time zone at a later time 

go to Profile and select Edit 

under Date and Time.

Set a PIN.

Click Setup.
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Settings

Configure Zoom Phone

Manage Emergency Address.

Create Business Hours. 



© 2021 Zoom Video Communications, Inc.© 2021 Zoom Video Communications, Inc. 9

Delegation

Configure Zoom Phone

Click Add.

Enter in the user name and collect 

Send Invite.

Choose Delegation Privileges.
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Delegation

Configure Zoom Phone

When a new delegation comes in, click 

View.

Select Accept.
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Other Settings

Configure Zoom Phone
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Thank You

© 2021 Zoom Video Communications, Inc. 13


