
Getting Started with Zoom Phone - from your laptop/desktop or mobile app 

 
How to change your phone settings 

1.​ Sign in to the Zoom web portal. https://us02web.zoom.us/  

2.​ Click Phone. 

3.​ Click the Settings tab to view the following information and options:​
Note: Settings marked with an asterisk (*) are only visible if they apply to you. For example, you will 

only see Desk Phone(s) if you have assigned desk phones. 

 

a.​ Site: Displays the site you belong to (if your admin enabled multiple sites for your organization). 

b.​ Package: Displays your current calling plan for outbound calls. 

c.​ Number(s): Displays the direct phone numbers assigned to you. 

d.​ Company Number: Displays the main company number and your extension number. 

e.​ Emergency Addresses🔒: Add or update your emergency address provided to first responders 

when dialing an emergency number. 

f.​ Outbound Caller ID🔒 (only visible if you were assigned a calling package): Select the default 

caller ID number when using the Zoom desktop client or mobile app to make a call. You can 

change the outbound caller ID number before making a call. ​
Note:  Select Hide Caller ID to hide your caller ID by default.  This setting doesn't apply to desk 

phones. Change line key settings to set the default outbound caller ID for desk phones. Review 

the features and limitations of your outbound caller ID number. 

g.​ Country: Select the country code used for outbound dialing. 

h.​ Area Code (optional): Click Set or Edit to change the area code used for local calls. When you 

dial a number without an area code, Zoom Phone will use this area code. 

 

Call Handling 

Note: Make sure the phone user set the correct time zone in your profile.  

 

After setting custom hours, you can customize how inbound calls are routed during these hours.  

●​ Business Hours: Click Edit to change the times when you can answer calls. You can set business hours 

to span past 11:30 PM. This could be used if you work night shifts. You can also set business hours in 

increments of 10 mins by manually entering a time; for example, 11:10 PM. 

 

●​ Closed Hours: If you customized business hours, you can also set closed hours.  

 

●​ Holiday Hours: Click Manage to designate certain days are holidays.  

 

 

 
 

https://us02web.zoom.us/
https://zoom.us/pbx/page/telephone/myZoomTelephony?p=my-cloud-phone
https://zoom.us/pbx/page/telephone/myZoomTelephony#/my-cloud-phone/settings
https://support.zoom.us/hc/en-us/articles/360052931771/
https://support.zoom.us/hc/en-us/articles/360031768431
https://support.zoom.us/hc/en-us/articles/360021087192
https://support.zoom.us/hc/en-us/articles/360031768431
https://support.zoom.us/hc/en-us/articles/360040587552
https://support.zoom.us/hc/en-us/articles/360031768431#h_122140f0-5172-495d-b1cc-52ee8caea7fe
https://support.zoom.us/hc/en-us/articles/360021325712-Changing-phone-settings-web-portal-#h_7772c0c4-1712-4b85-b674-4cf7430e47ac
https://support.zoom.us/hc/en-us/articles/360059966372


How to make a call -  

1.​ In the Zoom desktop client or mobile app, click or tap the Phone tab.  

2.​ Enter a name, number, or extension. 

3.​ Click or tap the blue phone icon .  

 

How to transfer a call 

1.​ While on a call, click or tap Transfer. 

2.​ Enter the name of the person to transfer to. 

3.​ Click or tap the blue transfer icon.  

4.​ Select the transfer method. 

 

How to send and receive an SMS (text message) 

1.​ In the Zoom desktop client or mobile app, click or tap the Phone tab.  

2.​ Click or tap the SMS tab. 

3.​ Click or tap the pencil icon .  

4.​ At the top, enter the phone number. 

5.​ At the bottom, enter your message then press Enter on your keyboard. 

 

How to check your voicemail 

1.​ In the Zoom desktop client or mobile app, click or tap the Phone tab.  

2.​ Click or tap Voicemail. 

3.​ Locate the voicemail you want to listen to, and click or tap Play.  

 

How to change your voicemail greeting 

1.​ Sign in to the Zoom Web Portal. 

2.​ In the navigation menu, click Phone then Settings. 

3.​ Under Call Handling, click Audio Library. 

4.​ Click Add Audio. 

5.​ Record a new greeting or Upload a file. 

 

http://www.zoom.us/signin


Getting started with Zoom Phone (users) 
 

This is for the desktop/laptop and mobile app systems. You will receive a separate handout for your physical 

phone. 

 

https://support.zoom.us/hc/en-us/articles/360028936531 

 

 

 

 

https://support.zoom.us/hc/en-us/articles/360028936531

	How to transfer a call 
	How to send and receive an SMS (text message) 
	How to check your voicemail 
	How to change your voicemail greeting 

