Google Voice
Set Up Guide

Unfortunately, Google Voice is not activated, nor will it be activated on our @ccs.coloma.org
accounts. This service for G Suite customers is cost-prohibitive. However, Google Voice is
offered as a free service for non-enterprise G Suite Customers (@gmail.com) domain. Check
out the steps below on how to get yourself set up with a Google Voice number!

Items you will need: A Computer, A Cell Phone or Land Line, An Internet Connection

1. Log into a personal Gmail account. If you do not have a personal Gmail account, you can
sign up for one here.

2. Once you have logged into a personal account, go to voice.google.com.

3. Once you are at voice.google.com, you will have to select a city. When | checked,
Coloma was not an option. Saint Joseph and Buchanan were both options.
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Choose a Google Voice number

Search for available numbers by city or area code. Skip this

Q,  Search by city or area code
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Q_ Saint Joseph, MI
Q_ Buchanan, mI

Q_  Michigan City, IN


https://accounts.google.com/signup/v2/webcreateaccount?continue=https%3A%2F%2Faccounts.google.com%2F&dsh=S-1912441561%3A1588094339614095&gmb=exp&biz=false&flowName=GlifWebSignIn&flowEntry=SignUp
https://voice.google.com/
https://voice.google.com/

4. Next, select a phone number from the city of your choice. This can be any of the options
that you see.
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Search for available numbers by city or area code. Skip this
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5. Next, you will have verify your real phone number. Click on the verify button.
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You selected (269)

To complete setup and start using Google Voice, you need to verify your
existing phone number
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6. Next, you will have to enter your phone number into the text box. Google will send a
text message to the number. If you do not have a phone that is capable of sending text
messages, you can click on the “verify by phone” option.

Enter a number to link

Inbound calls to your Google Voice number will be forwarded to this
number

[555) 555-5555

Google Voice will send you a text message containing a 6-digit code.
You can also verify by phane.




7. Once you have verified, you should now have a Google Voice number. You can

download the apps for either Apple’s iOS or Android to install the application on your

cell phone. You will also be able to make calls from voice.google.com.

= e Voice Q, Search Google Voice @ @ €E3
{. - Call as
=
e Enter a name or numbker
&, e SUGGESTIONS
(P e @ - 7+ Mobile
@ Elizabeth
e - 19 - Mobile
@ Richard
e * Mobile
HiDaniell g o
You're all caught up
o 1 2 3
e ABC DEF
GH JKL MMNO
o 7 8 9
PQR TUV XYZ

* 0 #

¥ Hide keypad

~

8. Here is a breakdown of the window for using the web interface of Google Voice.
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https://apps.apple.com/us/app/google-voice/id318698524
https://play.google.com/store/apps/details?id=com.google.android.apps.googlevoice&hl=en_US
https://voice.google.com/

9. Finally, let’s take a quick look at the settings of Google Voice. Click on the gear in the
upper right-hand corner.

X Settings

Account

Google Voice number

0
Change Transfer Delete
My devices
2 devices
L] web
Q i05 Device Y, >

Linked numbers

Use Google Voice with another phone number

+ Mew linked number

a. Attop - you will see your Google Voice number.

b. Below, you will see what devices can use the Google Voice number.

c. To add a new device, hit the “new linked number.” This will start the process of
setting up call forwarding.



10. Next, you can see information about connecting messages to Classic Hangouts and
how to forward messages.

Hangouts

Connect Hangouts ,
Disconnect

Receiving Google Voice messages and voicemail in Hangouts

Messages

Forward messages to linked numbers

Forward your messages to any of your linked numbers. Carrier rates apply.

g 03 Device

Forward messages to email ‘



11. Next, you can change settings for phone calls.

Calls

Outgoing calls

You can use Google Voice an the web to place calls on your phone instead of over the
internet. Carrier rates may apply. Learn more

Always use my phone to place calls

When you start a call on the web, answer your phone to finish '
connecting the call

Anonymous caller 1D

Hide your caller ID on outgoing calls

Incoming calls

Select the devices you want to use to answer incoming Google Vaoice calls and any numbers
you want to forward your calls to. Carrier rates may apply

My devices

Turn on the devices you want to answer calls on
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a. You can use the web to dial, but then talk on your phone.
b. You can anonymize the caller id to protect your Google Voice number.
c. You can make and receive calls on the devices listed below.



12. Continuing with the settings, you can learn about these below:

Call forwarding

Turn on the linked numbers you want to forward calls to

MNo Linked Numbers

Get email alerts for missed calls -

Screen calls -

Hear a caller's name when you pick up

Incoming call options

»
Record call (4), Switch linked phone (*) Learn more
Show my Google Voice number as caller ID when forwarding calls
When you get a call through a linked number, you'll see your Google Voice number '
instead of the caller's number
Do not disturb
Do not disturb
»

Turn off message forwarding and send calls to voicemail

a. You can set Google Voice to forward calls to your mobile device.

b. You can get emails if you miss a call.
You can also screen calls, which will give you the chance to accept the call or
not.

d. Likely the most important option here is the “Do not disturb.” This will stop
Google Voice from pushing through to your phone.

13. If you have more questions, please reach out to helpdesk@ccs.coloma.org.


mailto:helpdesk@ccs.coloma.org

