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Using Zoom Phone

Line Delegation




What s Line Delegation?

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

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

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

o  Thedelegate 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.

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

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

o Bothdelegator and delegate can see the status of the shared lines.

o  The delegator and delegate can place calls on hold and transfer them to each other.
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https://support.zoom.us/hc/en-us/articles/360032881731-Setting-Up-Call-Delegation-and-Shared-Lines

What s Line Delegation?

e Delegator and delegate must have a Zoom Phone license and calling plan
o Delegation policy setting enabled

O  Each phone user with call delegation can belong to multiple call delegation setups or shared line groups.
e Howto assign a delegate

o  Signintothe Zoom web portal.

o  Follow one of these options to navigate the phone settings page depending on if you're a phone user or
admin:
m  Phoneuser: In the navigation menu, click Phone, then click the Settings tab.
m  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.

O Inthe Delegation & Assistant section, click Set or Add.

o  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.

o0  Use the check boxes to change the privileges (Place Calls, Answer Calls, Pick up Hold Calls)
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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

What s Line Delegation?

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:

e Ifyou'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.

e Thedelegate 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.

e Ifyou're assigning acommon 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.
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https://support.zoom.us/hc/en-us/articles/360032881731-Setting-Up-Call-Delegation-and-Shared-Lines

Signin to Zoom

Q Please go to usc.zoom.us
Q Enter your USC NetlD credentials

& Ciicksignin.
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2 USCUniversity of

/ Southern California

Welcome. Please sign in to continue.

Sign in

Activate new account Forgot NetlD | Forgot password

To sign out, close your web browser. This step will
prevent others from accessing your account when you are
using a shared computer.

Need help? Visit USC NetlD account services or contact
the ITS Customer Support Center at 213-740-5555 or
consult@usc.edu.
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http://usc.zoom.us
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Quick setting your extension of Zoom Phone

Profile Company Number (205) 809-4088, Extension Number 10100

Meetings Select country and area code

Webinars United States of America v 408
Personal Audio Conference Set your time zone. You can change it later in Profile

_ (GMT-7:00) Pacific Time (US and Canada) v

Set PIN code to listen to voicemail by telephone

Recordings
000000
Settings
ADMIN
Dashboard

User Management

Room Management

Phone System Management

Account Management

Advanced

200Mm
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Configure Zoom Phone

Go to Phone.
Setup the Country & Area Code.

Set the Time Zone.

<

e Toedittime zone at a later time
go to Profile and select Edit
under Date and Time.

Set a PIN.

(<

Click Setup.
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PERSONAL

Profile

Meetings

Webinars

Personal Audio Conference

History ~ Voicemail

Site
Package

Number(s)

_ o

REQUESTADEMO  1.888.799.9666

SCHEDULE A MEETING JOIN AMEETING ~ HOST AMEETING ~ a

Recording  Settings

Main Site (Main Site)
US/CA Unlimited Calling Plan 2
(619) (United States)

(669) %

Recordil
ecordings Emergency Address @ 55 ALMADEN BLVD, SAN JOSE, California 95113, United States Manage
Settings Personal Emergency Address
Manage
ADMIN
Outbound Caller ID Jacob Burridge - (619) (United States) -
Dashboard
> User Management
Country United States (+1) o
> Room Management
Phone System M: it
> Phone System Managemen Area Code @ 669 Edit
> Account Management
Call Handling
> Advanced
Business Hours 24 Hours, 7 Days a Week  Edit
A

RESOURCES +

SUPPORT

200Mm
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Configure Zoom Phone

Settings

Q Manage Emergency Address.

Q Create Business Hours.



Configure Zoom Phone
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Delegation
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Delegation & Assistant

Delegation @ Assign delegation privileges to
User v [ [Enter user name, email or Ext. ] Send Invite Cancel
#Vincent_Chen (V , CN/ZJ - HangZhou
Desk Phone -4 ;58 (Inactive), Main Site Q C | |Ck Add .
Keys & Positions Primary Number 2 AAkhil (inactive), Main Site
(619) 415-8298 Aakash Alurkar (& 8 (Inactive), US/CA - San Jose .
o hami K  Main ie Enter in the user name and collect
Vi Edit
iew or i
Aamir Panjwani ( 3, US/XX - Remote .
Send Invite.
P — Phone Screen Lock - Aaren Comeaux (/ JS/CO - Denver
» o o e
: ; - Choose Delegation Privileges.
Delegation 2 Assign delegation privileges to  Add

Shaun Gordon PTO ... x
Ext.

Delegation Privileges
Place Calls Answer Calls Pick Up Hold Calls

Delete Delegation

200Mm
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Delegation & Assistant

Delegation @ Assign delegation privileges to  Add

Tyler Morrone % Collin Sage (Pending) x
Ext. § Ext.

Delegation Privileges

Place Calls Answer Calls Pick Up Hold Calls

Delete Delegation

Assistant for.@ Tyler Morrone (Site: Main Site)

Able to
Place Calls

Desk Phone

Keys & Position”

Accept request

Do you want to accept Tyler Morrone's delegation request?
Desk Phone(s)

200Mm

SCHEDULE A MEETING JOIN AMEETING ~ HOSTAMEETING ~ e

Delegation Request

You have a new delegation request.

View

Zoom Video Communications, Inc.

Configure Zoom Phone

Delegation

Q When a new delegation comes in, click
View.

Q Select Accept.
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Desk Phone(s)

PIN Code @

Others

Voicemail

Blocked List

Hold Music @

Audio Prompt Language

User Status

Phone Screen Lock %

© )

*##axxx - Show or Edit

Access 7 Add

Jacob Burridge (Current User)
Ext.

View or Edit
Block Calls without Caller ID

©

Default v | ® Audio Library

Set the default audio prompt language for your extension.

American English ™

Active
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Configure Zoom Phone

Other Settings
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