Zoom Phone

Quick Reference Guide
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ﬂow to Make a Call

1. Openthe Zoom app/client.
2. Click the Phone tab.
3. Typein a name, number, or extension,

click the blue phone icon.
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B fes 1. While on acall, click the Transfer button.

P e s ¢ #Oo® 2. Enter the name or number of the person to

B'- Tyler Morrane transfer to.
- _— + L 3. Click the blue transfer button.

o e 4. Select the transfer method and the call will be
" @ onne L transferred accordingly.

L Aileen Wan ul 17 RAscond Moot

. (819) 589- e
El Cajon,CA

Vissed
g Tyler Morrong Jun 8
T55 AM

Trameler 1or

Tyler Mommone <]

+ ¥ Tyler Morrona
: ¥

xt. B

200m

Gl 6
Warm Transfer
9 Speak to the new agent before transferring
i b e
0 Blind Transfer
* # # Transfer without speaking to the new agent

@ Transfer to Voicemail

Transfer directly to the new agent's vaolcemail
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1. Openthe Zoom app/client.

2] TSR i 2. Go to the Phone tab.
Iy 000 10ns- e omona s 3. Click SMS and select the Create New Message
option.

4. Enter the name or number in the To: section.
5. Type your message in the Text Message field and
click Enter to send the message.

[ File

Text massage.
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1. Openthe Zoom app/client. Meet without Video
Hey, Jacob, This is a test recording chat 4 5 6
We're doing this because we really like LLL Nt LT
2. Gotothe Phone tab. testing things and and testing is a real  S6nd Toxt Mossage
. . . Dalssiur! of purs. So this is a great test
3. Click Voicemail hover over the voicemails voicemail. Have a good day. ot 2 8 2
and click the Play icon to listen to chih iy seveis.
Show in Finder * 0 az &
the message and open the voicemail Daion

. . Delate All Voicemal
transcription.

4. Orclickthe Phone icon to call the individual

Caller 1D (8189)

back or click ... to bring up more options.
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Call Handling Edit

=« Foom Applications

Call Handling Ring Mode 1 Slgn into ZOOMm.us

Simultaneous

2. Navigate to the Phone tab under Personal.

Max Wait Time

S0 sk : 3. Under settings locate the Call Handling, section
When 2.call s not answiersd and click Audio Library.

Forward ta voicernail - 4, ClICk Add Audio.

Allow callers to reach an operator

You can pick if you want to use Text to Speech,
Greeting & Leave voicemail instruction
Record by Computer or Upload a new file.

Default « | ® Audio Library

Add Audio
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