
Using Google Voice 

 

Using Google Voice, you can stay connected, organized and on task with an easy to use phone solution. 

Google Voice makes work calls less work. You can make and receive phone calls using a work number on 

any device, anywhere.  By using Google Voice, you can focus on what's important while staying 

connected on deskphones, smartphones, and the web. 

 

You can make domestic and international calls from your Google Voice number. 

Important: Emergency calling is available only for Voice for G Suite accounts managed by your work or 

school. 

Getting Voice on your mobile device or on your computer 

 

On your mobile device 

1. Check and locate your Voice welcome email that was sent to your email. 

2. Follow the instructions to install the Google Voice app that is located in the email. 

Note: If you get an error message about your account when you try to install the app, 

contact your G Suite administrator. 

3. Open the Google Voice app . 

4. Sign in to your G Suite account (using your Google Account set up through your 

organization). 

5. Follow the on-screen instructions to get set up. 

 

 

 

 

https://support.google.com/a/answer/6208960


On a computer 

(Chrome Browser or Mozilla® Firefox® only) 

1. Check and locate your Voice welcome email that was sent to your email. 

2. Go to voice.google.com. 
3. Sign in to your G Suite account (using your Google Account set up through your 

organization). 

4. Follow the on-screen instructions to get set up. 

 

 

1.2 Signing in to Voice 

 

After you sign in for the first time, each time you open Voice, you’re automatically signed in. 

However, you can switch to a different Google Account if it’s set up in Voice. 

Important: Each Google Account can only have one Voice number. 

On a mobile device: 

 
On an Android device 

1. Open the Google Voice app . 

2. Tap Menu and then the Google Account you want to use. You are able to now receive 

and make calls on your Android device, even if you close the app. 

On an Apple® iOS® device 

1. Open the Google Voice app . 

2. Tap Sign in. 

https://voice.google.com/


3. Next to the Google Account you want to use, tap the switch to On . 

4. Tap Done.  

You are able to now receive and make calls on your iOS device, even if you close the 

app. 

 

 

On a computer 

(Chrome Browser or Firefox only) 

Sign in to Voice: 

1. Open Voice. 
2. Click Sign in.  

Enter your Google Account information. You are able to now receive and make calls on 

your computer. 

Important: To receive calls on your computer, voice.google.com must be open. In Chrome Browser, 

you can pin the Voice tab so it stays open.  All you will need to do is right-click the tab and click 

Pin Tab. 

 

https://voice.google.com/


Signing out of Voice: 

Sign out of Voice on your computer by signing out of your Google Account. 

1. Open Voice. 
2. At the top right, click your profile photo. 

3. Click Sign out. 

1.3 Add linked phone numbers 

 

You are able to set up multiple devices and non-Voice numbers that will all ring simultaneously 

when a call comes in on your Voice number. 

If you choose to link your mobile phone’s number, anytime an Internet connection isn’t available, 

Voice uses your mobile carrier. 

Important: To receive calls on your computer, voice.google.com must be open. In Chrome 

Browser, you can pin the Voice tab so it stays open. Just right-click the tab and click Pin Tab. 

On your mobile device 

To add a linked number: 

1. Open the Google Voice app . 

2. At the top left, tap Menu  and then Settings. 

3. Under Account, tap Devices and linked numbers. 

4. Tap New linked number. 

5. Follow the on-screen instructions to add your number. 

6. (Optional) To add more linked numbers (up to 6), repeat steps 4 and 5. 

 

 

https://voice.google.com/


To change a linked number: 

1. Open the Google Voice app . 

2. At the top left, tap Menu  and then click Settings. 

3. Under Account, tap Devices and linked numbers. 

4. Under This device, tap Set device number (Android) or Change device number (iOS). 

5. Choose one of these options: 

Your device’s number: Voice links to your mobile device. 

No number: Voice isn't linked to a device number. 

New linked number: Voice links to a new number you enter. Voice verifies 

the number before linking. 

6. Click Save. 

 

How to remove a linked number: 

1. Open the Google Voice app . 

2. At the top left, tap Menu  and then click Settings. 

3. Under Account, tap Devices and linked numbers. 

4. Next to your linked number, tap Remove . 

5. To confirm, tap Delete. 

6.  

On a computer 

How to add a linked number: 

1. Open Voice. 

2. At the top right, click Settings . 

3. In the Account section, under Linked numbers, click New linked number. 

4. Follow the on-screen instructions to add your number. 

5. (Optional) To add more linked numbers (up to 6), repeat steps 3 and 4. 

 

How to remove a linked number: 

1. Open Voice. 

2. At the top right, click Settings . 

3. On the left, click Calls. 

4. Under Call forwarding, next to a linked number, click Remove . 

5. Click Delete to confirm. 

https://voice.google.com/
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1.4 How to add contacts in Voice 

 

On your mobile device 

1. Open the Google Voice app . 

2. At the bottom, tap Contacts . 

3. At the top, tap Add new contact. 

4. Enter the contact’s details. 

5. Tap Done or Save. 

Please note:  After you add a contact, it can take a few minutes for the new contact to appear in 

your contacts list. If you add a contact in Voice, it's also added to the Contacts app on your device. 

 

 



1.5 Creating a voicemail greeting 

 

You can also create a custom greeting for your voicemail or use the default greeting. Create up to 

10 voicemail greetings and select the one that you want callers to hear. 

On your mobile device 

To create a new greeting: 

1. Open the Google Voice app . 

2. At the top left, tap Menu   and then Settings. 

3. In the Voicemail section, tap Voicemail greeting. 

4. Tap Record a greeting. 

5. Tap Record . 

6. Record your greeting and when you’re done, tap Stop . 

7. Choose what you want to do with the recording: 

To listen to the recording, tap Play . 

To replace the recording, tap Redo. 

8. To save the recording, tap Save. Enter a name for the new greeting and tap Save. 

 

 

 

 

 

 



To change your greeting: 

1. Open the Google Voice app . 

2. At the top left, tap Menu  and then Settings. 

3. In the Voicemail section, tap Voicemail greeting. 

4. Next to the greeting you want to use, tap More  and then Set as active. 

 

On your computer 

How to create a new greeting: 

Important: Voicemail recording doesn't work with Microsoft® Internet Explorer®, so callers hear 

the default greeting. You can personalize your greeting in the app or with a supported browser. 

1. Open Voice. 

2. At the top right, click Settings  and then Voicemail. 

3. In the Active greeting section, click Record a greeting. 

4. Click Record . 

5. Record your greeting and when you’re done, click Stop . 

6. Choose what you want to do with the recording: 

To listen to the recording, click Play . 

To replace the recording, click Redo. 

7. To save the recording, click Save. Enter the name for the new greeting and click Save. 

https://voice.google.com/


 

 

To change your greeting: 

1. Open Voice. 

2. At the top right, click Settings  and then Voicemail. 

3. In the Active greeting section, click Manage all greetings. 

4. Next to the greeting you want to use, click More  and then Set as active. 

 

 

 

https://voice.google.com/

