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Using Zoom Phone

Zoom Desktop Client




Zoom Desktop Application

Logging In
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Zoom Desktop Application

Home Screen

(5] @ ¥ G Q Seasch e

Home Chat Prone llu;nq‘ <mkn

1

Zoom Phone Dial Pad & Features

New Meeting: 11:47 AM
Starts an instant video meeting Monday, Jaswary 11, 2021
Join Meeting:
Enter the Zoom meeting ID to join a New Meeting - i
meeting
11:00 AM - 1200 PM | NOW
Schedule: Meeting 10
Schedule a Zoom meeting from the HOTT: (e
desktop application
Schedde Share screen
Share Screen
Initiates screen share within a Zoom
Room View foday’s upcomng meetings (2)
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Zoom Desktop Application

Zoom Phone (Dial Pad)
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Zoom Phone (Inbound calls)

Direct calls

61455

FOR

+61

Zoom Desktop Application

Call Queue calls

Delegate calls

61455

FOR
Prues Queue

10055

Accep!

61455
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Timo..
+61 2
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Zoom Desktop Application

Zoom Phone (Hold/Unhold)
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Zoom Desktop Application

Zoom Phone (Transfer)

Name, Extension or Phone Number Example: Warm Transfer (Calling)
Transfer To

Example: Wam Transfer (Finalise)

0406 0406 L

0406 o tim a On Hold - Click to swap o On Hold - Click 10 swap -
I
: I
oo Calling.. 0006
eee
\9’ -4 ") Trarsher Tg % EEE ‘:} @ EEE ‘.}
tim o
Mute Keypad Audio

Mute Keypad Audia Mute Kaypad Audic
Warm Transfer " l l

Held
Add Call Hold Transfer Bind Transfer

O -‘ ane Transfer to Valzamail

Record kore

° Complate transfer

Cancel Transfar Cancel Transfer

Record Meet More

Caller I0: =81
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Zoom Desktop Application

Zoom Phone (Add Call | Conference)

61455
0406_ v On Held - Click to Swap
00:15 Tim R 5
alling
eee
¢ #H @ 0 :
Add call Y 2 o)
Mute Keypad Audio tim ﬂ ﬁ
Mute Keypad Audio
I ¢C , . o
1 Sl
Add Call Hold Transfer
Name, Extension or Phone Number Add Cal Hold Transter
@® O = :
& B3¢
Record Meet More
Record NMeet More
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Zoom Desktop Application

Zoom Phone (In-Call ‘More’ options)
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Invite to Meeting
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bt Location: *811
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Zoom Desktop Application

Presence Status Icons

Icon Status

o Offline

@ Online (desktop)

0 Online (mobile)

(4] Away

Description

Contact is not signed in to the Zoom desktop client or mobile app

Contact Is signed in to the Zoom desktop client

Note: If the contact is also signed in to the Zoom mobile app, this status

overrides the mobile client status

Contact is signed in to the Zoom mobile client only

Note: If the contact is also signed in to the Zoom desktop client, the

desktop client status overrides this status

Contact is sign in to the Zoom desktop client but their computer is

inactive or they manually set their status to Away
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loon

Status

Do not disturb

In a Zoom

meeting

Presenting

On a call

In & calendar

EvEnl

Description

Contact manually set their status to Do not disturb and won't receive
pop-up notifications for chat or Zoom Phone calls in the Zoom desktop
client or mobile app

Contact has started or joined a Zoom meeting using the Zoom desktop
client ar mobile app

Contact is sharing thelr screen while in a Zoom meeting

Contact is on a Zoom Phone call using the Zoom desktop client or mobile

app

Contact is in a calendar event (from a synced calendar) but hasn't joined

a Zoom meeting using the desktop client or mobile app
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Zoom Desktop Application

Zoom Phone (Elevate to Zoom Meeting)
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Zoom Desktop Application

Zoom Phone (Call History)

— All, Missed

or Recorded

Prue Mcbile

uou-

Outbound
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Zoom Desktop Application

Zoom Phone (Voicemail)
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Zoom Desktop Application

Zoom Phone (Lines) | Moving call Mobile <> Desktop
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Zoom Desktop Application

Zoom Phone (Receiving Call Queue Calls)

foom - o 1
@ a2 @ g s 'S
Hesst that Presng Mrctwgh  Conlady
ooy W v Lo Prue L LICEMNSED
A Mgy
Angrpmos. | A 1=l
Frue & Settings
Prue Mobila
h & Avadable
I'..\C T
@ Away
1 2 £ & Do not dturb 3
Receive Queus Calls O
4 5 L]
L] 1EL L Lak Que
T 8 9 Prue's T
. Ll et ve's Test Queve (::I
My Profile
. 0 #
= Try Top Features
o Help 3
Chack for Updates
B ’ Switch to Portrait View
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Zoom Desktop Application

Zoom Phone (Accessing Settings)

Toom _ - -
Rl @ & g i R 3
Hamp hat Faone  Mbbiiegn  Conam Search
e ocBENN LcENSED
Al Firley
L A8 A (&) | Add a Personal Mote
AfderyTiour « M b
Prus Mlile ey
. o o 0 Settngs
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Enter & nai i y
@ Away
1 2 E] & Do not disturb »
ANC eAr
Receive Queve Calls O
4 5 4]
L1 JEL LT .
Lab Que »
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My Profile
A O &
‘ Try Top Features
o Help 3
Check for Updates
Callér i +81
Jwiich to Portrait View
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Zoom Desktop Application

Zoom Phone (Settings: General)

O Setngs X
) T ...

() Video () Siertly start Zoom when | start Windows

@ e @ when closed. minimize window to the notification area instead of the task bar
Use dual monitors

O Share Screen ] Enter full screen automatically when starting or joining a meeting

Phone Automatically copy inviation URL once the meeting stars

O @ Ask me to confiem when | leave a meeting

Chat

Show my connected time

Recording “JRemindme minutes before my upcoming meetings

9 Profile Reaction Skin Tone
i ) |

) statistics E CE ‘ ‘ ‘

0 reedbock

D Keyboard Shortcuts

Accessiilty

View Mcve Settings (2
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Zoom Desktop Application

Zoom Phone (Settings: Audio)

] Settings
Genaral Spoakor
y . .\
D Viden | Tast Speaker | Plantronics Savi 8200 Office Series -
) G
i Audia
Oulput Violume: L]
a Share Screen
B Use seporate sudio device to play ringtone simultanecusly
P Spaskar: | BanQ RL2756 (BenQ RL275S) -
D Chat Cutput Vil o4 - i
g Background & Filters Microphons
[ TestMic | [ Plantronics Savi 8200 Ofice Series -
@ Recording —_— g
Ingut Lawed:
B Profile
Inpsut Vialurmes: L LU
u Hatisties ﬂ Automatically adjust microphons volume
B Fasdback Suppress background nolse  Learn More
O e
B) revboard shoncuts -
L) Low (faint background sound)
Accassibility () Madium (eamputer {an, pen tapa)

() High [typing, dog barks)

Music and Professional Audio
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Zoom Desktop Application

Zoom Phone (Settings: Phone)

IO Settings X
General
" Direct Number : +61
) Video Company Number:  +51
Audio Local Dialing : (61) AU
O Share Screen Area Code : 03

‘ Dial local calls without dialing country and area code first
o Chat To review or change your settings, please access my account online _

@ Recording
B Profile
o Statistics

O Feedback
Report a problem : Report |®
O Keyboard Shortcuts sl o

Enable only if you should not be disturbed

Hide incoming calls while in a Zoom meeting when in a Zoom video meeting

a Accessibility
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Zoom Web Portal




Zoom Web Portal

Phone (Initial Setup)

PERSONAL
Profile
Meetings
Webinars
Personal Audio Conference
Recordings

Settings

ZOO' ' \ SOLUTIONS »  PLANS & PRICING  CONTACT SALES SCHEDULE A MEETING

Quick setting your extension of Zoom Phone

Company Number Extension Number

Select country and area code

Australia v Enter O to 6-digit numbers

Set your time zone. You can change it later in Profile

(GMT+11:00) Canberra, Melbourne, Sydney v

Set PIN code to listen to voicemail by telephone

JOIN AMEETING
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Zoom Web Portal

Phone (Settings)

Zoom SOLUTIOMS = PLANS & PRICING CONTACT SALES
PERSOHAL
History  Voicemail Recording | Settings
Profide
Moctings Site SN0 - Remate
Webinars Packape AUYMNE Unlimited Calling Plan
—— 0 alia) A
P | Audio Conference urnibernd) [LHrd] (Australis)
RO Emergency Address 55 i BLVD, SAN JOSE, California 95113, United States  Manage
Settings
Perzonal Emergency Address
Manage
bound Caller I :
Quitbound Caller ID Prue e (03] {Burstraliad
Country Australia [+61) .
Ares Code 03 Edit
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Zoom Web Portal

Phone (Settings)
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Zoom Web Portal

Phone (Settings)
zoom SOLUTIONS = PLANS & PRICING CONTALT SALES

SCHEDULE A BMSEETING

SN A BEETING =
L=

Farary

Clersid Howirs

Call Hardling  E:lil < | Call Handing for Closed Hours

& I-Fe
Yious hawe not emabbbed 2ery e Tor Call Handling. >
When a call i nof answered
Forward bo vploemail b
e
Waioemail Greeting
Defauitt = = Ausdia Libvary
Holsday Hours
Holaday Hours Hodiday List Edit _
Ausstralia Day 0127/ 3000 e Dov R '
ki Wiy
Call Hardling  Edit
Yooun hawe not erabled any Beme for Call Handling. 5
Whan a call ks not answered
Forward 1o volcemail

Waigemail Greeting

perind
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Zoom Web Portal

Phone (Settings)

Zoom SOLUTIONS »  PLANS & PRICING

Delegation

Assistant for

Line Keys

CONTACT SALES

SCHEDULE AMEETING JOIN AMEETING «

Assign delegation privileges to  Set A Delegation

Tim ]

Able to
Place Calis, Answer Callls, Pick Up Hold Calls

Assign delegation privileges to  Add

Huey o
Ext.

Delegation Privileges.
@ Place Calls @ Anvwer Call Pick Up Hold Calls

Delete Delegation

Primary Number
(03) 8566 =
Positions * Edit
* Key 1: Ext. 80011, (03) 8566 &
Number - {03) 8566 il (Outbound Caller 1D)

o Key 2: Tim [l Ext. S0 (03) 8566 b
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Zoom Web Portal

Phone (Settings)

;Zoom SOLUTIONS +  PLANS&PRICING  CONTACT SALES SCHEDULEAMEETING  JOIN AMEETING ~
Others
Voicemail Access | Add
Adrian Ventura{Current User)
Ext. 82846
Blocked List View or Edit
Block Calls without Caller ID
Hold Music Default v | ® Audio Ubrary
Audio Prompt Language Set the default audio prompt language for your extension.
British English v
User Status Active
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Zoom Web Portal

Phone (Voicemail)

zoom SOLUTIOMS =  PLANSEPRICING  CONTACT SALES SCHEDULE A MEETRNG  JOMMAMEETING »  HOSTAMEETING = B scwour
]

PLRSOMAL
History Woicemail Recording Sethings
Profile
Mectings
Soanch by Mane, ExL ar Mumbser Q Read and Urinesd w
Webinars

Personal Audio Conference

Fram To ‘okoemasl Time =
Phone
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Settings
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Zoom Web Portal i

Phone (Call History) e

zoom SOUUTIONG = PLANS & PRICING COMTACT SALES

Parsonal Audic Conferancs 3 Search by Mame, Ext. or Mumber Expaort
N MCH ) Mased ol
o . — Show missed calls only
Recordings

History  Voicemail Recording  Settings

Fram £ 21-02-20 Te | £ T1-02-26

St
Contact Tiene 3 Duraticn ; Result
e Feb 19, 2020, 52825 Pra s Call Connected Dietalls ~ Dot
Ext
LE ] Fesy 16, 2000 51807 P Q0328 Call Connected Detahy ~  Dielete
L e e T8, 2000, 43754 P D180 Call Connacted Dtails ~  Dalete
Heleon
L S-S [Feb 17, 2020, £21:27 P D007:54 Call Connected Deestails, = Delete
Exl
Cal Connected
10 Pl 37, 2020, 10EFEAT AR OIS T . Destasls, ~ Dirlete
Accrphed by Tim —
Call Connected
0310 Feb 17, 2020, 10:28:17 AM 001819 Distads ~ Dedesti
Accepbid by Tirm
Frasm o410 3
L Prue il roul
Ext 02
Accepted by Tom i
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Using Zoom Phone

Zoom Mobile App




Zoom Mobile App

Download
iOS = App Store Android = Google Play Store

(_

o ZOOM Cloud Meetings

A4 zoom

a ZOOM Cloud Meetin...

Zoom for Good
‘ Technology GET
1)
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Zoom Mobile App

Logging In

Start a Meeting

Start or join a wideo meeting on the go

=12

5 Google

f Facebook
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Zoom Mobile App

In-App Experience

By Musmber

Lty Miiffilsed

Damien
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Voicemail

Listening to Zoom Phone Voicemail via Email




Voicemail Retrieval

From Email
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Zoom Resources & Support




Zoom Resources and Support

Z00IM tetp Comter suxy s

Kaplan Service Desk
® Phone: 02 8248 6733

® Email: NZITSupport@kaplan.edu.au b
® Website: kaplananz.freshservice.com | S
When submitting tickets, always include: Voo Turorsh
e Meeting ID or Caller ID m -
e Impacted User(s) -
e Screenshots L]
e Details (date, time, duration, errors) O Yl
Suspon Toges
Zoom Help Center: support.zoom.us 5 i
57 o]

® Video Tutorials

Carag Waries Aude, Vidwa, Sharing

® Technical how-to's

[—-—2 oY=
= =3

Toom Saomy "

Acdnonal Resonuicen

200 Ot Savn G (2
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Zoom Resources and Support

ZOOM PHONE

Administrative

Getting started with Zoom Phone (admin)

Encryption for Zoom Phone

Zoom Phone certificate update

Managing the main company number and caller

10 name

Managing phone users

Changing phone user settings

See all 36 anicies

Hardware

Cetting started guide fot provisioning desk

phones

Quick start guide for Polycom VVX series phones

Quick start guide for Yealink T4 and TS serles

phones

Managing phones and devices

Configuring desk phone provision templates

Configuring the Interface language for Polycom

and Yealink devices

Sea all 292 aniciey

User

Cetting started with Zoom Phone (users)

Making and recelving calls

Using SMS

Frequently asked questions about SMS

Enabling location permission and managing
addresses for emergenty calling

Switching between and merging a phoae call and

meeting

See all 31 anicies

Number Ordering and Porting
Requesting phone numbers

Common Issues and questions for parting
Requesting a number port for US, Canada, or
Puerto Rico

Requesting a project port (more than 100
numbers) for US, Canada, or Puerto Rico
Requesting a toll-free number port for US and
Canada

Requesting a number port (APAC)

et all 13 anicies
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User

-

-

-

®

-

®

-

-

-

-

-

-

Getting started with Toom Phone (users)

Making asd receiving calls

Using SMS

Frequently azked questions about SMS

Enubling location permission and managing sddeeiies lor emengendy cl
Switching beraeen and merging a phone call and meting
Using in-call controli

Ieiboumd call matfications

Using call flip

Viewing phore contacts in the Toom mobile app
Tramsferring calls

Using call park

Elevating of ifniting 4 phons ¢all 16 & Toom mesling
Hareding off a phons call to a Zoom Room

Using click-to—dial and highlight-to-call

Uiing the budia libiify 18 cusbamiZe grestings and hold mudic
Managireg volcemall messages

Wiewing <all history and recordings

Switching o call 1o your phons caifier

Changing phone wettings {web portal)

Changing phone dettings deskiop <lient or mobile app)
Seiving up speed dial and buvy lamp feld (BLFY
Frequently azked guestions about caller ID

Testing computer of device audio far Zoom Phone
Setting up call delegation

Using call delegation {deskiop client or maobile app)
Uiing thaned line growps (desktop client o mobile Spa)
Foom Prone feabures comparisan

Error codes for Zoom Phone

Uiing call monmaring (listen, whispar, Busge, 1ake oved)

g

EI

New Articles

Mew Anicles And Comments

39
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