Installing & Using the Zoom Phone Mobile App

This article covers how CSUF faculty and staff can install the Zoom mobile app for
iOS or Android and use the Zoom Phone features.

© You can call 911 but your location won't be available to the emergency
center and you have to announce your location. We will have training for
users to use E911 location service in spring 2023.

¢ These instructions mostly use screenshots from an Apple iPhone, but the
steps are similar for Android devices.

Setting Up Zoom Phone

Installing and Signing into the Zoom mobile app

¢ Zoom Phone uses the Zoom desktop and mobile apps. When you have
access to Zoom Phone, the Phone option will appear in both apps.

View Downloading the Zoom Mobile App for step-by-step instructions.

Adjust ring volume and ringtones

You can change your ring volume and specify the ringtones for your meetings and
phone calls.
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2. Tap General.
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3. Tap Ringtones.
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4. Use the slider to adjust the ringtone volume and call waiting volume.
Tap Meetings to change the ringtone type for meeting reminders. Tap
Phone to change the ringtone type for calls.
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Ringtones

RINGTONE VOLUME
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o Meetings Default
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Add Contact

Use the Ringtone Volume slider to adjust the ring volume.

Use the Call Waiting Volume slider to adjust the volume of incoming calls you
receive when you are already on a call.

Tap Meetings to change the ringtone for meeting reminders.

Tap Phone to change the ringtone for your phone calls, including setting
different ringtones for each campus extension that you have access to.

on wm»

Adjust call volume

The Zoom Phone app will use your device's volume controls during a call. Simply use
the volume up/down buttons on your device to adjust the call volume during a call.
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Change which audio source (phone, speakerphone, earphones)
you're using
By default, Zoom will use your device's built-in microphone and speaker, but you can

easily switch to using your device's speakerphone or a connected accessory like
Bluetooth-enabled earphones during a call.

1. If you are using an accessory such as a Bluetooth-enabled headset or
earphones, connect the accessory to your device before making or
receiving calls (if possible).
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{ Settings Bluetooth
Bluetooth
T
Mow discoverable as “Lori's iPhone”
OmMAa-643177 Mot Connected (1}
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2. During a call, tap on the audio option for your device to view
available audio sources.
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3. Tap the audio source you want to use.

¢ If you have just connected a Bluetooth accessory, you may have to tap on it
to select it or you may find that the audio source changes to the accessory
automatically.
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=
[Em3)
@

AirPlay

[] iPhone
[ Speaker

X Soundcore Liberty Neo

4. Your audio source will be updated. You can tap the audio button if
you need to change the source again.
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Enabling Location Services for Emergency Calls

You will be prompted to enable location services for Zoom when you first sign in to

the app. You can follow the prompts below to enable or modify your location
services settings or check if you enabled location services.

Apple devices

1. Tap More.
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2. Tap Phone.
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INFORMATION TECHNOLOGY

3. Tap Location Permission.
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4. Tap Allow While Using App.
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5. Tap Open settings to allow additional location permissions.
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6. Tap Location.
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7. Ensure that Precise Location is enabled. You're all set! Zoom will now
be able to get a more accurate location for your device if you call 911.
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Android devices

1. Tap More.
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2. Tap Phone.
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3. Tap Location Permission.

4. Tap OK.
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5. Tap Precise and then tap While using the app.

Q

Allow Zoom to access this device's location?

A
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OWhile using the app
Only this time
Don't allow

A. Tap Precise.
B. Then tap While using the app.
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6. Location Permission now shows as On. You can tap on Location
Permission to view or edit your permissions for the Zoom app.

Local Calling us
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Quick Start

Making a call

1. Tap Phone.
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2. You can tap on a name/number in the call history to start a call. Or
tap on the dialpad button.
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A. Tap on a name/number in your call history to start a call.
B. Or tap on the dialpad button.

3. Tap the number buttons to enter the campus extension or external
phone number you want to call. Then tap the blue phone icon to place
the call.

¢ Itis not necessary to dial "9" before dialing an off-campus phone number.
However, you normally will need to dial 1+area code+phone number (e.g.,
17145551212) to successfully call off-campus numbers, even if they are in
the 657 area code.
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4. Your call will start ringing and then connect when answered.
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Answering a call

¢ You will still get Zoom Phone calls even if your Zoom mobile app is not open
on your mobile device, however the notification may look slightly different.

If your Zoom mobile app is open

1. When your Zoom mobile app is open, you will usually see a full screen
call announcement. Tap Accept to answer the call or tap Decline to
send the caller to your voicemail. You can also tap Ignore which would

allow someone else to answer the call if this is a shared extension.

© o

2:47
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Jay Lin®

to You - Ext. 15792

9

Decline With Message

A. Tap Accept to answer the call.
B. Tap Decline to send the call to your voicemail (or your Call Busy/No Answer

setting).
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C. Tap Decline With Message (or Decline with SMS if cell phone is calling you) to
send a text response to the user such as "I'm busy right now." This message will
show up in the Team Chat in Zoom if the caller is using Zoom and in their text
messages if they are on a cell phone. Note this option will not be available if a
Zoom desk phone or other non-cell phone is calling you.

D. Tap Ignore to stop the ringing on your phone but continue the ringing for the
caller. This option is helpful for shared extensions because it will allow someone
else to answer the call.

2. After tapping Accept, you are now connected to the call. Tap the red
phone icon to hang up when you're done.
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If your Zoom mobile app is not open

1. If you do not have the Zoom app open, you may see a smaller call
notification window. Tap the blue checkmark to answer the call or tap
the red x to send the call to voicemail. You can also swipe the
notification up to ignore the call.
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A. Tap the blue checkmark to answer the call.
B. Tap the red x to send the call to your voicemail.
C. Toignore the call, swipe up on the call notification (Apple iPhone).

Installing & Using the Zoom Phone Mobile App // Downloaded: 06-30-2023 // Disclaimer: This document Page 26
is only valid as of the day/time when it is downloaded. Please view the original web document for the current version.



EIFULLERTON

2. When you accept the call, it will open in the Zoom mobile app and

you will have all of the available Zoom Phone call options.
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Putting a call on hold

1. While on a call, tap Hold.

v o @l
Jay Lin@ -
00:05
¢ m W
+ I ¢-C
- (@
&

2. Tap Unhold to take the call off hold.

¢ While the call is on hold, the caller will hear hold music; they will not be able
to hear you.
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Transferring a call

Choose how you want to transfer:

Transfer to a specific number

1. While on a call, tap Transfer.
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2. Type in the extension you want to transfer the call to and then tap
the blue transfer button. Or tap Cancel to cancel the transfer.

Cancel 0
O 2300

T 2 3
) © ¢
'S ¢) ¢
* 0 #

A. Enter the campus extension that you want to transfer the call to.

B. Then tap the blue transfer button.
C. Or tap Cancel to cancel the transfer and return to the caller.
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3. Choose the type of transfer. Or tap Cancel to return to the previous
screen.

Transfer

Warm Transfer
ney

Speak to the new agent before transferring

Blind Transfer
Transfer without speaking to the r

Transfer to Voicemail
Transfer directly to the new agent’s voicemai

°Cancel

A. Warm Transfer = announce the call by speaking to the person you are
transferring to before transferring.

B. Blind Transfer = transfer the call immediately

C. Transfer to Voicemail = transfer the call to the person's voicemail without
ringing their extension

D. Cancel = go back to the previous screen

3.1. Warm Transfer: If you choose this option, stay on the line until the
person you are transferring to answers. Then tap Complete Transfer or
Cancel Transfer.

¢  When you complete a Warm Transfer, the person you are transferring to
should stay on the call to be connected with the caller you are transferring.
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A Complete Transfer
o Cancel Transfer

A. Tap Complete Transfer to complete the transfer to the caller.
B. Tap Cancel Transfer to cancel the transfer.
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3.1.1. Did you get no answer? Tap the red phone icon to hang up and

return to the caller.

3.2. Blind Transfer: The caller is transferred to the extension you
entered. You will see a Transfer Success message and you're done!
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3.3. Transfer to Voicemail: The caller is transferred directly to the
voicemail box of the extension you entered. You will see a Transfer
Success message and you're done!

3:27 w! T -

All History ~ Edit

s 2300 Registration and Recor...

Transfer to someone in my Contacts

1. While on a call, tap Transfer.
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2. Tap on the person icon to select the contact to transfer to. Or tap
Cancel to cancel the transfer.
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3. Tap on the contact name you want to transfer to.
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4. Tap on the number you want to transfer to.

¢ When transferring to a campus extension, you will usually pick Extension, but

you can also choose Direct Number.
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Pick a number to transfer...

Extension %

Direct Mumber
(B57) 278-

Mabile

View Profile

Do

Cancel

5. Choose the type of transfer. Or tap Cancel to return to the previous
screen.

Transfer

Warm Transfer
Speak to the new agent before transferring

Blind Transfer
Transfer without speaking to the new agent

Transfer to Voicemail
Transfer directly to the new agent's voicemail

ofancel

A. Warm Transfer = announce the call by speaking to the person you are
transferring to before transferring.
B. Blind Transfer = transfer the call immediately
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C. Transfer to Voicemail = transfer the call to the person's voicemail without
ringing their extension
D. Cancel = go back to the previous screen

5.1. Warm Transfer: If you choose this option, stay on the line until the
person you are transferring to answers. Then tap Complete Transfer or
Cancel Transfer. Then you're done!

¢  When you complete a Warm Transfer, the person you are transferring to
should stay on the call to be connected with the caller you are transferring.
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A Complete Transfer
o{:anccl Transfer

A. Tap Complete Transfer to complete the transfer to the caller.
B. Tap Cancel Transfer to cancel the transfer.
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5.1.1. Did you get no answer? Tap the red phone icon to hang up and
return to the caller.
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5.2. Blind Transfer: The caller is transferred to the extension you
entered. You will see a Transfer Success message and you're done!
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5.3. Transfer to Voicemail: The caller is transferred directly to the
voicemail box of the extension you entered. You will see a Transfer
Success message and you're done!
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2. Tap Mute again to unmute the call.

¢ While the call is on mute, the caller will hear nothing.

v o@Dl

JayLin® -

00:03

(111
1
sss
=

- @

Change settings so you only get calls/notifications when Zoom
app is open

By default, the Zoom app will send you phone calls and notifications even when the
Zoom app is not open on your mobile device. If you only want to receive calls/
notifications when the Zoom app is open, follow the instructions below.
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INFORMATION TECHNOLOGY

Apple devices

1. Tap More.

11:16 il = 4
“
=] Meetings C
n
New Maeting o Schedule Share Screen
Today

700 Weekly TRC/Leads Meeting

10:00 25Live: Overview of Calendar,
" Categories, & Custom Attributes
Upgrade
Meeting

00 25Live: Adding Events to
Campus Calendars
Mesting

Fri, Mar 10, 2023

930 ScreenSteps User Group Meeting
Meeting ID
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2. Tap General.

Lori Arthur (CSUF) LicEnsED

el'r"‘ @fullerton.edu

ADDED FEATURES

C2 Whiteboard
SETTINGS

@ Meetings
Contacts

) Team Chat

Q,:, Phone

@3 General

OTHER
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Hide sensitive information when

switching tasks

Enable thiz option to hide
farmation from the s

19 tasks

when switeh

Use CallKit to receive calls when no
on Zoom

Enable to answer mest ng and phone ca

CallKit, the

| be included in yo

Ringtones

stermn-calling Ul, when you :

3. Tap the green slider next to Use CallKit to receive calls when not on
Zoom to disable the setting.
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4. You will now only receive calls and notifications from Zoom when the
Zoom app is open on your mobile device.

General

Hide sensitive information when
switching tasks

Enable this option to hide potentially sensitive
farmation fram the snapshot of the Zoc

Use CallKit to receive calls when not
on Zoom

nable to answer meeting and phone calls througl
CallKit, the i05 system-=« 1 Ul when you are not
an Zaom. These calls will be included in vour

Ringtones

Android devices

Unfortunately, at this time there is no easy way to set your Android device to only
send you calls and notifications when the Zoom app is open.

Additional Features

Convert a Zoom call to a Zoom meeting (elevate to meeting)

You can convert a Zoom Phone call into a Zoom meeting to enable meeting features
like screen sharing and chat.
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@ fthe caller is not using Zoom Phone for the call, they will only be able to join
the audio portion of the Zoom meeting. Both you and the caller must be
using Zoom Phone in order to access all of the Zoom meeting features.

1. While on a call, press the Meet button.

2479 ol T -

~ <@l

Jay Lin® -

00:05
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2. You are now in a Zoom meeting with the caller and can use the
meeting controls as usual. Tap End when you are ready to end the
meeting.

Getting started with iOS
Getting started with Android

Switch from Wi-Fi to Cellular for Your Call

The default setting for Zoom is to use wireless networks, but if you find that you are
in an area where Wi-Fi connectivity is poor or limited, you can switch your current
Zoom Phone call to use your phone's cellular service.

Note that once you switch a call to cellular service, you cannot switch the call
back.
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...........................

When you switch to cellular for your call, you will not have access to Zoom
Phone features such as transfer, hold, meet, park, etc.

1. Tap Switch.
2479 ol T
~ @l
JayLin@ -
00:05
¢ it o«)
-r I ¢
- (i)
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2. Confirm your phone's phone number and then tap Switch.

3:02 all ¥ 0

A4 Q@D

JayLin@ -

e

Switch to Carrier

By continuing, you'll receive a call.
Accept the call to switch your carrier.

0 +1714

Cancel Switch

Mute Keypad Speaker

A. Confirm your mobile phone's phone number.
B. Then tap Switch.
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....... (ATION TECHNOLOGY.

3. You will see an incoming call from your campus extension to your
mobile phone. Tap to answer the call.

3:02 al FTE_
+1(657) 278-5792
Jay Lin©
00:19
¢ 333 o)
Mute Keypad Speaker
+ I ¢-C
Hal
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4. You are now reconnected to your Zoom call using your mobile
phone's cellular service.

+1(657) 278-5792

URE )

keypad

+ B¢ ®

add call FaceTime contacts

Forwarding your calls to voicemail

When you enable call forwarding to your voicemail, all calls will be sent directly to
your voicemail greeting.
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INFORMATION TECHNOLOGY

1. Tap More.

ol F

Meetings

200 Weekly TRC/Leads Meeting

1000 25Live: Overview of Calendar,
Categories, & Custom Attributes
Upgrade
Meeting

00 25Live: Adding Events to
Campus Calendars

Meeting ID
Fri, Mar 10, 2023

930 ScreenSteps User Group Meeting
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2. Tap Phone.

Lori Arthur (CSUF) LicEnsED

el'r"‘ @fullerton.edu

ADDED FEATURES

C2 Whiteboard
SETTINGS

@ Meetings
Contacts

) Team Chat

Q,:, Phone

@3 General

OTHER
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INFORMATION TECHNOLOGY

3. Tap Forward Calls.

11:17

4 Safari

<
Local Calling us
Area Code Not Set

To review or change your E-Z(.‘Hi['gfi. please access my
account online

Receive Queue Calls ()

Help Desk call center

Forward Calls Off

Location Permission Off

o your location for
ranced features s
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4. Tap Forward to voicemail/videomail.

2116

Cancel Forward Calls

Forward to a name or extension vy

Forward to an external number

Forward to voicemail [ videomail

Forwarding Contact (required)

Time Limit 1 hour
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5. Tap Time Limit.
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Cancel Forward Calls Enable

Forward to a name or extension
Forward to an external number

Forward to voicemail [ videomail v

Greeting Zgﬁ)&lgg|_grc:ot|ng_83defaf0 9a84

The Greeting me
voicemail. You ¢
your Phone Settings.

ssage uses your default settings for
ange this setting on your profile under

80-cd6db6c0b27a_20221...

Time Limit 1 hour
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Time Limit

15 minutes

30 minutes

1 hour Vv
2 hours

Until | say stop
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7. Tap the left arrow to go back to the Forward Calls menu.

Time Limit

15 minutes

30 minutes

1 hour

2 hours

Until | say stop v
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8. Tap Enable to turn on call forwarding to your voicemail.

2117 = .

Cancel Forward Calls Enable

Forward to a name or extension

Forward to an external number

Forward to voicemail [ videomail v

voicemail_greeting_83defaf0-9a84

Greetin o

9 42f3-9880-cd6dbBcOb27a_20221...
The Greeting message uses your default settings for
voicemail. You ca ange this setting on your profile under
your Phone Settings.

Time Limit Until | say stop
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9. You will see a pop-up notification that your calls are now forwarded.
You will also see a reminder message at the top of several menus in the
Zoom mobile app while call forwarding is enabled.

B Calls forwarded to voicemail Turn Off

Local Calling us
Area Code Not Set
To r(‘.'\"i(‘.';'.' or change your Eiii'liil"t!‘.i. please access my
account online

Receive Queue Calls \__/

Help Desk call center

Call Forwarding is now enabled.
All group membership calls will
be disabled.

Allow Zoom to have enhanced access to vour location for

You will see a pop-up notification that call forwarding is now enabled.

At the top of several menus in the Zoom mobile app, you will see a reminder that
call forwarding is enabled. This message will persist as long as call forwarding is
enabled.

@ >

10. To turn off call forwarding, you can tap Turn Off in the reminder
message. Or tap Forward Calls under More > Phone.

¢ If you have set a specific time limit for call forwarding (e.g., 30 minutes, 1
hour, 2 hours), you do not need to disable call forwarding unless you want to
turn it off before that time limit.
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Calls forwarded to voicemail Turn Off

Local Calling us
Area Code Not Set
To review or change your settings, please access my

account online

Receive Queue Calls @

Help Desk call center

o Forward Calls On

A. Tap Turn Off in the reminder message that appears at the top of several Zoom
menus while call forwarding is enabled.
B. Or tap Forward Calls.
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10.1. If you tap Forward Calls, tap Off to turn off call forwarding.

2:17 all T .
Cancel Forward Calls Enable
P

Off
S

Forward to a name or extension

Forward to an external number

Forward to voicemail [ videomail v

. voicemail_greeting_83defaf0-9a84-
Greeting  ,>t3_9880-cd6db6c0Ob27a_20221...
The Greeting mess
voicemail, You ¢
your Phone Settings.

uses your default settings for
nange this setting on your profile under

Time Limit Until | say stop
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11. You will see a pop-up notification that call forwarding has been
disabled.

Local Calling us

Area Code Not Set

o review or change your set |i|'-§!‘.|'. please access my

account online

Receive Queue Calls o

Help Desk call center

Call forwarding is now disabled.

Group membership calls are
now enabled

Forwarding your calls to another campus extension

When you enable call forwarding, all calls to your extension will be forwarded to the
extension you enter. If the call is not answered, the caller will be sent to your

voicemail.

Please note that you can only forward your calls to a campus extension/
person that you have added as a Contact.
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INFORMATION TECHNOLOGY

1. Tap More.

ol F

Meetings

200 Weekly TRC/Leads Meeting

1000 25Live: Overview of Calendar,
Categories, & Custom Attributes
Upgrade
Meeting

00 25Live: Adding Events to
Campus Calendars

Meeting ID
Fri, Mar 10, 2023

930 ScreenSteps User Group Meeting
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2. Tap Phone.

Lori Arthur (CSUF) LicEnsED
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) Team Chat
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OTHER
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INFORMATION TECHNOLOGY

3. Tap Forward Calls.

11:17

4 Safari

<
Local Calling us
Area Code Not Set

To review or change your E-Z(.‘Hi['gfi. please access my
account online

Receive Queue Calls ()

Help Desk call center

Forward Calls Off

Location Permission Off

o your location for
ranced features s
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4. Tap Forward to a name or extension.

2116

Cancel Forward Calls

Forward to a name or extension vy

Forward to an external number

Forward to voicemail [ videomail
Forwarding Contact (required)

Time Limit 1 hour
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5. Then tap Forwarding Contact.

2:16

Cancel Forward Calls

Forward to a name or extension vy

Forward to an external number

Forward to voicemail [ videomail

Forwarding Contact (required)

Time Limit 1 hour
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6. Tap on the Contact that you want to forward your calls to.

218« all ¥ =
Cancel Contacts

Q, Search in Contacts

Camille Johnson
Ext. + 1 more

Christina Yanez
Ext. + 1 more

Kristin Cook

Miriam Edwards

Afsaneh Hamedani
Work: +6572785818

b0 ZErZzCc=TITO0TmMOOD>¥

7. Tap on the phone number you want to forward to.

¢ Typically to forward to a campus extension, you will choose Extension.
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....... (ATION TECHNOLOGY.

Forward calls to Camille Johnson

Direct Mumber
(657) 278-

View Profile

8. Choose your voicemail greeting option. Then tap Time Limit.

2119

Cancel Forward Calls

Forward to a name or extension
Forward to an external number

Forward to voicemail [ videomail

Camille Johnson (657) 278-

0 Play my voicemail greeting

picked up.

°Time Limit

Enable

©

@

Play the callee's voicemail when a call is not

1 hour

A. By default, the Play my voicemail greeting option is enabled. This means that if

the call is not answered, it will be sent back to your voicemail and not the
voicemail of the extension you are forwarding your calls to. In the above
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example, this means that if Camille doesn't answer a call forwarded from my
phone, the call will be sent to my voicemail and not Camille's. Typically you will
not want to change this, but you can disable this setting if you don't want the
calls to go to your voicemail when unanswered.

B. Tap Time Limit.

9. Choose how long you want your calls to be forwarded to voicemail.

Time Limit

15 minutes

30 minutes

1 hour v

2 hours

Until | say stop
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10. Then tap the left arrow to go back to the Forward Calls menu.

Time Limit

15 minutes

30 minutes

1 hour

2 hours

Until | say stop v
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11. Tap Enable to turn on call forwarding to the selected contact.

2199

Cancel Forward Calls

Forward to a name or extension 4

Forward to an external number

Forward to voicemail [ videomail

Camille Johnson (657) 278~ (%]
Play my voicemail greeting \ O
Play the callee's voicemail when a call is not
picked up.
Time Limit Until | say stop
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12. You will see a pop-up notification that your calls are now forwarded.
You will also see a reminder message at the top of several menus in the
Zoom mobile app while call forwarding is enabled.

B Calls forwarded to Camille Johnson Turn Off

Local Calling us
Area Code Not Set
To review or [Z.']:']I‘.(__|\'Z' vour E"\'}Hil":l‘.i. please access I"F\':,.r
account online

Receive Queue Calls \_/

Help Desk call center

Call Forwarding is now enabled.

All group membership calls will
be disabled.

You will see a pop-up notification that call forwarding is now enabled.

At the top of several menus in the Zoom mobile app, you will see a reminder that
call forwarding is enabled. This message will persist as long as call forwarding is
enabled.

@ >

13. To turn off call forwarding, you can tap Turn Off in the reminder
message. Or tap Forward Calls under More > Phone.

¢ If you have set a specific time limit for call forwarding (e.g., 30 minutes, 1
hour, 2 hours), you do not need to disable call forwarding unless you want to
turn it off before that time limit.

Installing & Using the Zoom Phone Mobile App // Downloaded: 06-30-2023 // Disclaimer: This document Page 75
is only valid as of the day/time when it is downloaded. Please view the original web document for the current version.



Calls forwarded to Camille Johnson Turn Off

Local Calling us

Area Code Not Set

To review or change your settings, please access my
account online

Receive Queue Calls @

Help Desk call center

oForward Calls On

A. Tap Turn Off in the reminder message that appears at the top of several Zoom
menus while call forwarding is enabled.
B. Or tap Forward Calls.
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13.1. If you tap Forward Calls, tap Off to turn off call forwarding.

2:20 wl T .

Cancel Forward Calls Enable

Off

Forward to a name or extension v

Forward to an external number

Forward to voicemail | videomail

Camille Johnson (657) 278- (%]
Play my voicemail greeting :j:T\
Play the callee's voicemail when a call is not
picked up.
Time Limit Until | say stop
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14. You will see a pop-up notification that call forwarding has been

disabled.

Do Not Disturb

The Do Not Disturb setting will be applied to both your Zoom Phone and

Local Calling us
Area Code Not Set
o review or change your set |i|'-§'|fi, please access my
account on .IHZ'

Receive Queue Calls o

Help Desk call center

Call forwarding is now disabled.
Group membership calls are
now enabled

Allow Foom to have enhanced accece to yvour lacation for

Zoom web conferencing.
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INFORMATION TECHNOLOGY

1. Tap More.

ol F

Meetings

200 Weekly TRC/Leads Meeting

1000 25Live: Overview of Calendar,
Categories, & Custom Attributes
Upgrade
Meeting

00 25Live: Adding Events to
Campus Calendars

Meeting ID
Fri, Mar 10, 2023

930 ScreenSteps User Group Meeting
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2. Tap your name and profile image at the top of the screen.

Lori Arthur (CSUF) LicEnsED

el.l...- sfullerton.edu

ADDED FEATURES

[ Whiteboard

SETTINGS
(O Meetings
Contacts

23 Team Chat

&, Phone

8 General

OTHER
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My Profile

Account larthur@fullerton.edu

Display Name Lori Arthur (CSUF)

Profile Photo a

Pronoun shefhers

Work Location Office
Available

Personal Note Mot Set

4. Tap Do Not Disturb.

Status

Available v

o Away
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5. Tap on the amount of time you want the Do Not Disturb to be
enabled. Then tap Confirm.

2:26 o

Cancel Display Time Confirm

20 minutes
0 1 hour v
2 hours
4 hours
8 hours

24 hours

A. Tap on the amount of time that you want to have Do Not Disturb enabled.
B. Then tap Confirm.
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...........................

6. You will see the time that the Do Not Disturb is set to run. To turn it
off before the time elapses, tap on Do Not Disturb again.

Available

o Away

@ Do Mot Disturb

Scheduled Daily Recurring

t Dist 5 enabled v will not rece

Installing & Using the Zoom Phone Mobile App // Downloaded: 06-30-2023 // Disclaimer: This document Page 83
is only valid as of the day/time when it is downloaded. Please view the original web document for the current version.



7. Tap Turn Off. Then tap Confirm.

2:264 "

Cancel Display Time Confirm

o Turn Off v

20 minutes
1 hour

2 hours

4 hours

8 hours

24 hours

8. Your status is now set to Available and Do Not Disturb is turned off.

o Away

@ Do Mot Disturb

Scheduled Daily Recurring
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Viewing Call History

1. Tap Phone.

Today

116

Mar 10, 2023

EIFGTLERTON

INFORMATION TECHNOLOGY

Meetings

o
New Maeting o Schedule

700 Weekly TRC/Leads Meeting

000 26Live: Overview of Calendar,

Categories, & Custom Attributes
Upgrade
Meeting

00 25Live: Adding Evefts to

Campus Calendars
Mesting

930 ScreenSteps User Qroup Meeting

il F a2

Share Screan
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2. You are now viewing your call history. Tap the three dots next to an
entry for additional options.

2:56
Voicemail Lines
All History v Edit
° (657) 278-2300 Today
= california 1:25 AM
. (657) 278-2300 Today
= Ccalifornia 1:24 AM
s  (657)278-5792 Today
L California 11:23 AM
.o (714) Today
“*  california 9:49 AM
Arthur Yesterday
(714) 12:02PM  ***
dissed
Arthur oct 12
(714) a:32PM  *oe
Missed
Arthur oct12
(714) a:32pM e
fissed
[ ] *“86 Oct 12
o 4:25 PM
° 186 oeti2
L 4:24 PM
e 'rA Oetiz L
O 2 (9
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...........................

3. Choose the option you want or tap Cancel to go back to History.

(657) 278-2300

Call Duration: 00:20

Call Back S
Send Text Message B)
Copy Number l%l
Create New Contact
Add to Existing Contact

Invita ae 7anm Mantact o

+

Cancel

Options in this menu:

« Call Back

« Send Text Message

« Copy Number

* Create New Contact

+ Add to Existing Contact
* Invite as Zoom Contact
« Block Number

« Delete Item

Setting up call conferencing (3-way call)

Conference calling allows you to combine multiple calls into a single call. You can
have up to 10 callers in a single conference call.
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1. While on a call, tap the Add Call button.

v o @l
JayLin® -
00:05
¢ @ W
+ Il ¢C
- (@
©
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2. Enter the phone number you want to add to the conference call. Or

tap the person icon to add someone from your Contacts. Then tap the
blue phone icon.

Cancel

4 5 8
/. 8 9
* O #

000 -

A. Enter the phone number you want to add to the conference call.

B. Or you can tap on the person icon to add someone from your Contacts.
C. Then tap the blue phone icon.
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3.1. Did you get no answer? Tap the red phone icon to hang up and
return to the original call.

W

.{ay Lin

1616

Calling...
¢ @ W
-r I ¢C
[ T} [\'l R ]:I e
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INFORMATION TECHNOLOGY

4. Tap on the original call to merge the calls into a conference call.

Merge Call
Jay Lin
On Hold - Tap 1o merge 1
& Caller Verified
Close
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5. Your conference call is now connected. You can tap Add Call again to

add additional people to the call. Tap the red phone button when you
are ready to hang up.

v @l

Conference Call -
00115

HS
2

- )

A. Tap Add Call to add additional people to the conference call.
B. Tap the red phone button to hang up.

Add a Contact to Zoom

There are numerous ways to add a contact to Zoom. The steps below cover how to
invite someone to be your contact by entering their email address.
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1. Tap Contacts.
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INFORMATION TECHNOLOGY

Meetings

200 Weekly TRC/Leads Meeting

1000 25Live: Overview of Calendar,
Categories, & Custom Attributd
Upgrade
Meeting

00 25Live: Adding Events to
Campus Calendars

Meeting ID
Fri, Mar 10, 2023

930 ScreenSteps User Group Meeti

ol F

<]
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2. Tap the plus sign button at the top right.

all = .

crawes | @

Q, Search contacts

My Contacts

> Starred 4
> Phone Contacts 178
> External Contacts 6
All Contacts

> Desk Phones 5
> Employee 999

3. Tap Invite a Zoom Contact.

all = .

Invite a Zoom Contact

Create an iPhone Contact

Create a New Channel

Join a Channel
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4. Enter the email address of the person you want to add as a Contact.
Then tap Add.

3:20 al = HR
Cancel Invite to Zoom

ittraining@fullerton.edy

If this user accepts your request, your profile information
(including your status) will be visible to this contact. You can

also meet and chat with this contact.
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5. You will see a confirmation your invitation was accepted. Tap OK.

321 ol T .

Close

An invitation has been sent to

ittraining@fullerton.edu
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6. You will see a notification on the Team Chat section when someone
accepts your invitation.Tap on Contact Requests to see more details.

Team Chat

Q, Search
* Starred

I Folders

ﬂ Lori Arthur (CSUF) (you)
Contact Requests 3:52 PM
Brett Titan accepted your contact request (1]

7. You will see the name and email address of the person who accepted

the invitation.

ik

B
)

A

Contact Requests

Brett Titan ExTernaL

afullerton.edu
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Change or Hide your Caller ID

You can change or hide your Caller ID if you prefer that the people you call do not

see your personal campus extension.

@© Keep in mind that changing your Caller ID impacts both on-campus and off-

campus calls.

If you do not see the Caller ID option you want to use, contact your
Department IT Coordinator (DITC) to request that the option is added for
you.

| want to temporarily change my Caller ID

These steps show how to temporarily change your Caller ID. After you make (or
receive) a call, your Caller ID will revert to your personal campus extension.
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1. Tap Phone.

2. Tap on the dial pad icon.
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11:52

200 Weekly TRC/Leads Meeting
Meetin

Man, Oct 31

10:00 25Live: Overview of Calendar,
Categories, & Custom Attributes
Upgrade
Meetin

Thu, Nov 3

00 25Live: Adding Evefts to

Campus Calendars
Meeting ID

Fri, Mar 10, 2023

930 ScreenSteps User Qroup Meeting

0 = & @

History Voicemail Lines

All History ~

(714) 781-4636

Anaheim, CA

Edit
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3. Tap on your current Caller ID beneath the dial pad.

521 -
Cancel

1 2 3

4 S 6

. 8 8

* 0 #

- @

4. Select the Caller ID you want to use. Or select Hide Caller ID to block
your caller ID.

Keep in mind that many people do not answer calls when the Caller ID is
blocked.
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CallerID Your Ext. 15792

Direct Number
(657) 278-5792 v
default

IT Training
(657) 278-5647
shared

Hide Caller ID
May not work in certain countries or regions

Close

5. Your Caller ID has been temporarily changed.

1 2 3

ABC DEF
GHI JEL MNO

PQRS TUuwv WXYI

Caller ID: (657) 278-5647 v
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| want to change my default Caller ID

If you want your Caller ID to change more permanently, you can change your default

Caller ID in the Zoom web portal.

Voicemail

Accessing your voicemail

1. When you have a voicemail (or missed call), a badge count will appear
next to the Phone menu. Tap Phone.

Installing & Using the Zoom Phone Mobile App // Downloaded: 06-30-2023 // Disclaimer: This document
is only valid as of the day/time when it is downloaded. Please view the original web document for the current version.

Meetings

)
eeting Join Schedule

Today

1’;."‘ Weekly TRC/Leads Meeting
Meeting ID:

Mon, Oct 31
10:00 25Ljve: Overview of Calendar,
" Categories, & Custom Attributes
Upgrade
Meeting ID:
Thu, Nov 3
5’;,”_‘ 25Live: Adding Events to
" Campus Calendars
Meeting ID:

Fri, Mar 10, 2023

930 ScreenSteps User Gjoup Meeting

Meeting ID.

ull 7 -
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Share Screen
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2. Tap Voicemail.

10:43 «
: : 1
Voicemail Lines
HH All History v Edit
Lorien Arthur Today
- (714) 715-0878 10:42 AM  **e

Missed

3. Tap on a voicemail to listen to it.

10:43 ¥

1
History Lines

All Voicemail v Edit

Lorien Arthur Today
(714) 00:09
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Listening to Voicemails

1. Tap on a voicemail to listen to it, forward it, or delete it.

10:43 7

1
History Lines

All Voicemail ~ Edit

Lorien Arthur Today
(714) 00:09
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2. When viewing a voicemail, you will see a transcription of the
message. Tap the play button to listen to the message. Tap Speaker to
use your device's speakerphone feature to listen to the message. Tap
the trash icon to delete the message. You can also call back the number
that left the message or forward the message.

11:04 all = .

History Lines

SMS
All Voicemail ~ G
L [

Lorien Arthur

Today, 10:42 AM

This is a test voice, Now this is attached voicemail.
Yes, I'm. Leaving myself a test voicemail. Very, very
important,

[

00:00 -00:09

G e

A transcription of the voicemail message will be generated within a few seconds.
Tap the play button to play the message.

Tap Speaker to use your phone's speakerphone to listen to the message.

Tap the trash icon to delete the message.

Tap the phone icon to call the number that left the message.

Tap the forward arrow icon to use your phone's interface to forward the
voicemail message to someone else (e.g., forward via text message or email).

TmUNw>
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Additional voicemail options

1. To view more voicemail options, tap on the three dots next to a
voicemail message.

10:43 7

1
History Lines

All Voicemail ~ Edit

® ® Lorien Arthur Today
- (714) 00:09
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2. Choose the option you want or tap Cancel to go back to the list of
voicemail messages.

Lorien Arthur &
Duration: 00:09

Call Back

Send Text Message

Copy Number

Mark as Unread

Mark as Follow Up

Craata Maow CAantact

Cancel

Options in this menu:

« Call Back

« Send Text Message

« Copy Number

« Mark as Unread

* Mark as Follow Up

+ Create New Contact

+ Add to Existing Contact

* Invite as Zoom Contact

« Block Number

« Delete Item (deletes voicemail!)

Need More Help?

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional
assistance.
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View Troubleshooting & Resources guide for Zoom Phone.
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	Setting Up Zoom Phone
	1. Tap More.
	2. Tap General.
	3. Tap Ringtones.
	4. Use the slider to adjust the ringtone volume and call waiting volume. Tap Meetings to change the ringtone type for meeting reminders. Tap Phone to change the ringtone type for calls.
	1. If you are using an accessory such as a Bluetooth-enabled headset or earphones, connect the accessory to your device before making or receiving calls (if possible).
	2. During a call, tap on the audio option for your device to view available audio sources.
	3. Tap the audio source you want to use.
	4. Your audio source will be updated. You can tap the audio button if you need to change the source again.
	1. Tap More.
	2. Tap Phone.
	3. Tap Location Permission.
	4. Tap Allow While Using App.
	5. Tap Open settings to allow additional location permissions.
	6. Tap Location.
	7. Ensure that Precise Location is enabled. You're all set! Zoom will now be able to get a more accurate location for your device if you call 911.
	1. Tap More.
	2. Tap Phone.
	3. Tap Location Permission.
	4. Tap OK.
	5. Tap Precise and then tap While using the app.
	6. Location Permission now shows as On. You can tap on Location Permission to view or edit your permissions for the Zoom app.


	Quick Start
	1. Tap Phone.
	2. You can tap on a name/number in the call history to start a call. Or tap on the dialpad button.
	3. Tap the number buttons to enter the campus extension or external phone number you want to call. Then tap the blue phone icon to place the call.
	4. Your call will start ringing and then connect when answered.
	1. When your Zoom mobile app is open, you will usually see a full screen call announcement. Tap Accept to answer the call or tap Decline to send the caller to your voicemail. You can also tap Ignore which would allow someone else to answer the call if this is a shared extension.
	2. After tapping Accept, you are now connected to the call. Tap the red phone icon to hang up when you're done.
	1. If you do not have the Zoom app open, you may see a smaller call notification window. Tap the blue checkmark to answer the call or tap the red x to send the call to voicemail. You can also swipe the notification up to ignore the call.
	2. When you accept the call, it will open in the Zoom mobile app and you will have all of the available Zoom Phone call options.

	1. While on a call, tap Hold.
	2. Tap Unhold to take the call off hold.
	Choose how you want to transfer:
	1. While on a call, tap Transfer.
	2. Type in the extension you want to transfer the call to and then tap the blue transfer button. Or tap Cancel to cancel the transfer.
	3. Choose the type of transfer. Or tap Cancel to return to the previous screen.
	3.1. Warm Transfer: If you choose this option, stay on the line until the person you are transferring to answers. Then tap Complete Transfer or Cancel Transfer.
	3.1.1. Did you get no answer? Tap the red phone icon to hang up and return to the caller.
	3.2. Blind Transfer: The caller is transferred to the extension you entered. You will see a Transfer Success message and you're done!
	3.3. Transfer to Voicemail: The caller is transferred directly to the voicemail box of the extension you entered. You will see a Transfer Success message and you're done!
	1. While on a call, tap Transfer.
	2. Tap on the person icon to select the contact to transfer to. Or tap Cancel to cancel the transfer.
	3. Tap on the contact name you want to transfer to.
	4. Tap on the number you want to transfer to.
	5. Choose the type of transfer. Or tap Cancel to return to the previous screen.
	5.1. Warm Transfer: If you choose this option, stay on the line until the person you are transferring to answers. Then tap Complete Transfer or Cancel Transfer. Then you're done!
	5.1.1. Did you get no answer? Tap the red phone icon to hang up and return to the caller.
	5.2. Blind Transfer: The caller is transferred to the extension you entered. You will see a Transfer Success message and you're done!
	5.3. Transfer to Voicemail: The caller is transferred directly to the voicemail box of the extension you entered. You will see a Transfer Success message and you're done!

	1. While on a call, tap Mute.
	2. Tap Mute again to unmute the call.
	1. Tap More.
	2. Tap General.
	3. Tap the green slider next to Use CallKit to receive calls when not on Zoom to disable the setting.
	4. You will now only receive calls and notifications from Zoom when the Zoom app is open on your mobile device.


	Additional Features
	1. While on a call, press the Meet button.
	2. You are now in a Zoom meeting with the caller and can use the meeting controls as usual. Tap End when you are ready to end the meeting.
	1. Tap Switch.
	2. Confirm your phone's phone number and then tap Switch.
	3. You will see an incoming call from your campus extension to your mobile phone. Tap to answer the call.
	4. You are now reconnected to your Zoom call using your mobile phone's cellular service.
	1. Tap More.
	2. Tap Phone.
	3. Tap Forward Calls.
	4. Tap Forward to voicemail/videomail.
	5. Tap Time Limit.
	6. Choose how long you want your calls to be forwarded to voicemail.
	7. Tap the left arrow to go back to the Forward Calls menu.
	8. Tap Enable to turn on call forwarding to your voicemail.
	9. You will see a pop-up notification that your calls are now forwarded. You will also see a reminder message at the top of several menus in the Zoom mobile app while call forwarding is enabled.
	10. To turn off call forwarding, you can tap Turn Off in the reminder message. Or tap Forward Calls under More > Phone.
	10.1. If you tap Forward Calls, tap Off to turn off call forwarding.

	11. You will see a pop-up notification that call forwarding has been disabled.
	1. Tap More.
	2. Tap Phone.
	3. Tap Forward Calls.
	4. Tap Forward to a name or extension.
	5. Then tap Forwarding Contact.
	6. Tap on the Contact that you want to forward your calls to.
	7. Tap on the phone number you want to forward to.
	8. Choose your voicemail greeting option. Then tap Time Limit.
	9. Choose how long you want your calls to be forwarded to voicemail.
	10. Then tap the left arrow to go back to the Forward Calls menu.
	11. Tap Enable to turn on call forwarding to the selected contact.
	12. You will see a pop-up notification that your calls are now forwarded. You will also see a reminder message at the top of several menus in the Zoom mobile app while call forwarding is enabled.
	13. To turn off call forwarding, you can tap Turn Off in the reminder message. Or tap Forward Calls under More > Phone.
	13.1. If you tap Forward Calls, tap Off to turn off call forwarding.

	14. You will see a pop-up notification that call forwarding has been disabled.
	1. Tap More.
	2. Tap your name and profile image at the top of the screen.
	3. Tap on your current status (usually will be set to Available).
	4. Tap Do Not Disturb.
	5. Tap on the amount of time you want the Do Not Disturb to be enabled. Then tap Confirm.
	6. You will see the time that the Do Not Disturb is set to run. To turn it off before the time elapses, tap on Do Not Disturb again.
	7. Tap Turn Off. Then tap Confirm.
	8. Your status is now set to Available and Do Not Disturb is turned off.
	1. Tap Phone.
	2. You are now viewing your call history. Tap the three dots next to an entry for additional options.
	3. Choose the option you want or tap Cancel to go back to History.
	1. While on a call, tap the Add Call button.
	2. Enter the phone number you want to add to the conference call. Or tap the person icon to add someone from your Contacts. Then tap the blue phone icon.
	3. When the call is answered, tap the merge calls button.
	3.1. Did you get no answer? Tap the red phone icon to hang up and return to the original call.

	4. Tap on the original call to merge the calls into a conference call.
	5. Your conference call is now connected. You can tap Add Call again to add additional people to the call. Tap the red phone button when you are ready to hang up.
	1. Tap Contacts.
	2. Tap the plus sign button at the top right.
	3. Tap Invite a Zoom Contact.
	4. Enter the email address of the person you want to add as a Contact. Then tap Add.
	5. You will see a confirmation your invitation was accepted. Tap OK.
	6. You will see a notification on the Team Chat section when someone accepts your invitation.Tap on Contact Requests to see more details.
	7. You will see the name and email address of the person who accepted the invitation.
	1. Tap Phone.
	2. Tap on the dial pad icon.
	3. Tap on your current Caller ID beneath the dial pad.
	4. Select the Caller ID you want to use. Or select Hide Caller ID to block your caller ID.
	5. Your Caller ID has been temporarily changed.


	Voicemail
	1. When you have a voicemail (or missed call), a badge count will appear next to the Phone menu. Tap Phone.
	2. Tap Voicemail.
	3. Tap on a voicemail to listen to it.
	1. Tap on a voicemail to listen to it, forward it, or delete it.
	2. When viewing a voicemail, you will see a transcription of the message. Tap the play button to listen to the message. Tap Speaker to use your device's speakerphone feature to listen to the message. Tap the trash icon to delete the message. You can also call back the number that left the message or forward the message.
	1. To view more voicemail options, tap on the three dots next to a voicemail message.
	2. Choose the option you want or tap Cancel to go back to the list of voicemail messages.

	Need More Help?

