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HOW TO USE GOOGLE VOICE FOR CALLS AND TEXTS

HOW TO USE GOOGLE VOICE: THE COMPLETE GUIDE TO GETTING STARTED

In today’s fast-paced digital world, managing your communications across multiple devices and numbers can feel overwhelming. Google Voice offers
a sleek, powerful solution by providing you with a single phone number that rings on your smartphone, computer, tablet, or even your landline.
Whether you want to separate work calls from personal ones, transcribe voicemails, or make low-cost international calls, knowing how to use
Google Voice can transform the way you stay connected. This guide will walk you through every step, from initial setup to advanced features, so you
can master this versatile tool.

WHAT IS GOOGLE VOICE AND WHY SHOULD YOU USE IT?

Google Voice is a Voice over IP (VoIP) service that gives you a unique phone number for calls, text messages, and voicemail. It works over the internet
but can also forward calls to your existing mobile or landline numbers. The best part? It's free for most domestic features, including unlimited calling
within the U.S. and Canada. Businesses and individuals alike use Google Voice to streamline their communications, maintain privacy, and take
advantage of smart features like voicemail transcription and spam filtering.

Key Benefits of Using Google Voice

e Single number for life: Keep one number even when you switch carriers or move.

e Ring multiple devices: Your Google Voice number can ring your phone, tablet, and computer simultaneously.
e Voicemail transcription: Receive written transcripts of your voicemails in your email or the app.

e Spam protection: Automatically block and filter unwanted calls.

o Affordable international calls: Make calls abroad at competitive rates.

 Integration with Google Workspace: Seamlessly use it with Gmail, Google Contacts, and other Google tools.

Understanding how to use Google Voice starts with setting it up correctly. Let's dive in.

STEP-BY-STEP SETUP: HOW TO USE GOOGLE VOICE FOR THE FIRST TIME

Before you can enjoy the convenience of Google Voice, you need a Google account (the same one you use for Gmail, Drive, etc.). Follow these steps
to get your free number:

1. Visit the Google Voice Website or Download the App

Go to voice.google.com on your computer. Alternatively, download the Google Voice app from the Google Play Store (Android) or App Store
(i0S). Sign in with your Google account. If you're already signed in, you'll be prompted to proceed.

2. Choose Your Google Voice Number

Click “Get a Google Voice number.” Google will ask you to enter a city or area code to search for available numbers. You'll see a list of numbers; pick
one that suits you. Confirm by clicking “Select.”

3. Verify Your Existing Phone Number

To link your new Google Voice number to your current phone, you must verify your existing mobile number. Google will send a verification code via
text or phone call. Enter the code to link the number. This step ensures you can forward calls to that device.

4. Set Up Your Forwarding Preferences

After verification, you can choose which devices ring when someone calls your Google Voice number. For example, you can turn on forwarding to your
mobile phone, desktop, or tablet. You can always change these settings later.

That’s it! You now have a working Google Voice number. But learning how to use Google Voice effectively goes beyond the initial setup.

Once your number is active, you can start making and receiving calls and texts. Here's how:

Making Calls with Google Voice

* From the mobile app: Open the Google Voice app. Tap the dialer icon, enter a number, and tap the call button. You can choose to call using
your Google Voice number (the default) or your carrier number (if you've enabled that option).

* From a computer: Go to voice.google.com. Use the on-screen dial pad or search your contacts. Click the phone icon to initiate a call. You can
also call directly from Gmail by clicking the phone icon at the bottom of the chat list.

e Call forwarding: If you prefer, calls made to your Google Voice number can be forwarded to any linked phone. You can even set up rules like
“only forward calls during business hours.”

Receiving Calls

When someone dials your Google Voice number, it will ring on all the devices you have enabled for forwarding. You can answer from any device. If
you don’t answer, the call goes to voicemail—which Google Voice can automatically transcribe and send to your email.

Sending and Receiving Texts

Text messaging works just like a regular phone. Open the app or website, tap “Messages,” and start a new conversation. You can send SMS, MMS
(including photos), and even group messages. Google Voice stores all your conversations in the cloud, so you can access them from any device.

ADVANCED FEATURES: GETTING THE MOST OUT OF GOOGLE VOICE

Now that you know the basics of how to use Google Voice, let's explore some powerful features that can make your life easier.

Voicemail Transcription and Custom Greetings

Google Voice automatically transcribes your voicemails and displays them in the app or sends them to your email. You can listen to the original audio
as well. To customize your greeting:

1. Open Google Voice settings.
2. Select “Voicemail” and then “Greetings.”
3. Record a new greeting or use the default one. You can even set different greetings for different groups of callers.

Spam Filtering and Blocking

Google Voice uses smart algorithms to detect spam calls. Suspicious calls are automatically sent to voicemail and marked as spam. You can also
manually block numbers by going to the call history, clicking the three dots next to a number, and selecting “Block.”

Do Not Disturb and Custom Routing

Under “Settings” > “Calls,” you can enable “Do Not Disturb” to send all calls directly to voicemail without ringing your devices. This is perfect for
meetings or sleep hours. You can also create custom call forwarding rules based on time or caller, which is a great business tool.

International Calling at Low Rates

One of the best reasons to learn how to use Google Voice is to save money on international calls. While calls within the U.S. and Canada are free,
calls to other countries require credit. Add funds via the Google Voice app (look for the “Add credit” option). Then just dial as usual; the app will use
your balance for applicable calls.
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Integrate with Google Contacts and Gmaill

Your Google Voice contacts are synced with your Google Contacts. This means you can call or text anyone directly from Gmail. In Gmail, click the
phone icon from the left sidebar to bring up the Google Voice dialer. You can also receive and reply to texts right inside Gmail.

HOW TO USE GOOGLE VOICE FOR BUSINESS OR REMOTE WORK

Many professionals use Google Voice as a secondary business line. Since it's free for domestic calls and doesn’t require a separate SIM card, it's a
cost-effective way to keep work and personal communications separate. Here’s how to set it up for business use:

Separate Work Number

Get a Google Voice number that you only share with clients or colleagues. Set your forwarding preferences to ring your work phone during business
hours. Use the app to manage all business calls and texts in one place.

Use Google Voice with a Virtual Receptionist

If you have a Google Workspace account, you can use Google Voice with advanced features like auto attendants, ring groups, and call routing. This is
ideal for small businesses wanting a professional phone system without expensive hardware.

Recording Calls (Legal Note)

Google Voice allows you to record incoming calls (depending on your region's laws). To enable this, go to Settings > Calls > Call recording. When on a
call, press “4” on the keypad to start recording. The app will announce that the call is being recorded. Always ensure you comply with local consent
laws.

TROUBLESHOOTING COMMON ISSUES WHEN USING GOOGLE VOICE

Even with a straightforward service, occasional hiccups occur. Here are typical problems and solutions to help you keep everything running smoothly:

“Google Voice Not Ringing” or Missed Calls

e Check your forwarding settings in the Google Voice app. Ensure the correct devices are enabled.
e Make sure your internet or cellular connection is stable. Google Voice relies on data for calls over Wi-Fi/4G/5G.
e If using the app, verify that notifications are on and that your phone isn’t in Do Not Disturb mode.

Voicemail Not Transcribing

Transcription depends on audio quality and the language. Speak clearly. You can also manually request transcription by opening the voicemail and
clicking the “Read transcript” option. Sometimes it's a temporary glitch—check for Google Voice updates.

Number Porting Issues

If you want to bring your existing number to Google Voice, you can pay a one-time fee (usually $20) to port it. The process can take a few days.
Ensure your current carrier doesn’t lock the number. Google provides a step-by-step guide when you request porting.

PRIVACY AND SECURITY TIPS FOR GOOGLE VOICE USERS

Learning how to use Google Voice also means understanding how to protect your privacy. Here are key points:

e Never share your Google account password. Google Voice is tied to your account.

¢ Use two-factor authentication (2FA) on your Google Account.

* Be cautious about scam calls: strangers may attempt to verify codes using your number. Never give out verification codes.
e Regularly review your call and text logs in the app. Block unknown numbers that seem suspicious.

CONCLUSION

Google Voice is a robust, free tool that simplifies communication across all your devices. Whether you need a second number for privacy, a business
line on a budget, or just a way to keep your calls organized, understanding how to use Google Voice unlocks a world of convenience. The setup
takes only minutes, and the advanced features—voicemail transcription, spam filtering, low-cost international calls—make it an indispensable part of
your digital toolkit. Start exploring today, and you'll wonder how you ever managed without it.
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