
 

 
Quick Start Guide for Zoom Phone  

 
 
How to make a call 

1. In the Zoom desktop or mobile app, click the Phone  tab. 
2. Enter a name, number, or extension. 

3. Click on the blue phone icon . 
 
How to transfer a call 

1. While on a call, click Transfer. 
2. Enter the name of the person you to transfer the call to. 

3. Click the blue transfer button  . 
4. Choose the preferred transfer method. 

 
How to change a call to a meeting 

1. While on a phone call, click Meet . 
The meeting will transfer to an instant Zoom Meeting. 

 
How to check your voicemail 

1. In the Zoom desktop or mobile app, click the Phone tab . 
2. Click on Voicemail. 
3. Locate the voicemail you wish to listen to and press Play  . 

 
How to change your voicemail greeting 

1. Log in to the Montclair Zoom Web Portal. 
2. In the navigation menu, click on Phone, and then Settings. 
3. Under Call Handling, choose Audio Library. 
4. Click on Add Audio to Record a new greeting or to Upload a file. 
 

https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0061776
http://montclair.zoom.us/

