How do I set up my,

voicemail in Zoom ?
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While signed in to Zoom:

STEP 1

In the left navigation menu of the FSU Zoom \2/Settings
web portal, select Phone.
Site FSU Tallahassee Main Site (Mair|
Package Zoom Workplace for Education
Unlimited (7}
STEP 2 1
Number(s) (United States)

Select the Settings tab.

STEP 3

. . . Greeting & L i il instructi
In the Call Handling section, under the Greeting Fee S AN ISHEIEN

& Leave voicemail instruction area, select Edit. (®Default Edit v \C":_/
Choose from asset library
Add Audio_ 4
STEP 4 &

Select Add Audio.

STEP 5

You have three choices of media:

Text to Speech

You can convert text to speech if you want a quick and easy method to generate audio.

i. Enter the Asset Name.

Add Audio

ii. Select the Voicemail greeting Add Audio

Category- Text to Speech a Text to Speech
iii. Select the Voice language and AssetName Asset Name

Style_ Enter an asset name i [ test_text2spch J
. . . Category \/ Category
|V. Enter yOUF VOIcemaI| message. " " 3 [Voicemailgreeting X v ‘

~ & /

v. Select the Play button to hear Message toplay P il _

your message and adJUSt ChOIceS Language: American English v Voice: Matthew-Male v \Ill/ Language: American English v Voice: Matthew-Male v

as need ed 9 This is a test of the emergency voicemail system.

' iv < Play ¢y 49/3000

vi. Select the Add button when .

satisfied. S D Personal Audios Asset Library (Public)

V,ISI:I-I?w al Audios Asset Library (Public)
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Upload

Allows you to use a pre-recorded audio file. (.(mp3 or .wav formats only, <10MB file size)

i. Enter the Asset Name.

ii. Select the Voicemail greeting
category.

iii. Select the Upload option.
iv. Select your desired audio file.
v. Select the Add button.

Add Audio
Upload

Asset Name

[ upload_test i ]

Category

(Vovermaigsis <@l ~)

Language

[ American Engiisn <)

Audio Upload

Upload a MP3 or WAV audio file. The file must be less than 10 MB

2 Upload iii

Audio Upload
Upload a MP3 or WAV audio file. The file must be less than 10 MB
Recording.mp3

[N NG} 0:00/0:04

% Reupload
Visibility

Personal Audios Asset Library (Public)

By ing, using, or displayi i music, content, sound
recordings, photographs, artwork, and other forms of media on the Zoom platform
you warrant to Zoom that you have permission and/or a license to use such
content. Doing o without permission or license from the owner violates Copyright
Law and may result in the removal of such content by Zoom and subject you to

Zoom's repeat infringer policy.
3

Record by Computer

You can record custom audio directly in the Zoom web portal.

NOTE: To use this function, you must have a functioning microphone and your browser must have microphone
permission. You may also need specific browser permissions for Chrome, Firefox or other browsers.

i. Enter the Asset Name.

ii. Select the Voicemail greeting
category.

iii. Select the Record button to
record your message.

iv. Select the stop button to stop
recording.

v. Select the Play button to hear
your recording.

vi. If desired, select Record Again to
redo your message.

vii. If satisfied with the recording,
select the Add button.

Add Audio
Record by Computer

Asset Name

[ test_record i ]

Category

| voicemail greeting  x ii ~J

Language

| American English v

Record Audio
Click the record button 10 start recording

@® \IIL 00:00 / 04:00
Visibility

Personal Audios Asset Library (Public)

By uploading, using, or displaying copyrighted music, audiovisual content, sound
recordings, photographs, artwork, and other forms of media on the Zoom platform
you warrant to Zoom that you have permission and/or a license to use such
content. Doing so without permission or license from the owner violates Copyright
Law and may result in the removal of such content by Zoom and subject you to

Zoom's repeat infringer policy.

Record Audio
Click the record button to start recording

U

n o 00:00 /7 04:00

Record Audio

Click the record button to start recording

|V > O
”
C Record Again Vi

N—

0:05/ 0:05

Visibility

0) Personal Audios Asset Library (Public)

Vii

NOTE

For any of these methods, the file name(s) can be changed on the Asset Library page by clicking the edit option to

the right of the file name.

When a call is not answered

| Forward to voicemail / videomail

(7) Allow callers to reach an operator
() Allow callers to check voicemail
Greeting & Leave voicemail instruction
®test_text2spch | Edit v

Videomail greeting can be recorded at Zoom client.
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