
 
4/13/16            

  

First Time Guide to Setting Up a   
Google Voice Phone Number 

 
 

Google Voice is a free service from Google that allows you to create a single unique phone number that 
connects to one or more phone lines or devices. Through your Google Voice number, students can call you, 
leave voicemail messages, and text messages.  
 

How to Create Your Google Voice Phone Number 
These instructions require you to access your MATC Google Apps on a desktop PC and receive a confirmation 
phone call to finalize your Google Voice number. 

1. In the Google Chrome web browser, go to www.google.com/voice/ and log in with your MATC email 
address and password. 
 

2. In the GETTING STARTED window that appears, SELECT the “I accept” CHECKBOX and click the 
PROCEED button. 
 
 

3. In the SET UP YOUR GOOGLE VOICE NUMBER box that 
appears, click the I WANT A NEW NUMBER button. 
 
 
 
 
 
 

4. In the ADD A FORWARDING PHONE window that appears, 
type your area code and phone number in the PHONE 
NUMBER field. Select a PHONE TYPE from the provided 
drop-down menu. Click the CONTINUE button. 
 
 
 
 

5. In the VERIFY YOUR PHONE window, a verification code will 
be displayed. Click the CALL ME NOW button to receive a 
phone call from Google Voice at the phone number that you 
provided in the previous step. When you answer the call, 
enter the verification code as prompted.  The verification 
system will let you know when to hang up. 
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6. Return to your web browser to see the CHOOSE YOUR 
NUMBER window. To generate a number, enter your area 
code in the provided field and click the SEARCH NUMBERS 
button.  
 
 
 
 

 
7. In the CHOOSE YOUR NUMBER window, select a Google 

Voice phone number to use and click CONTINUE. 
 
 
 
 
 
 
 
 
 
 
 

 
8. On the CONGRATULATIONS window, take note of your 

complete Google Voice phone number.  When you are done, 
click the FINISH button. 

You can now share your Google Voice number with your 
students. The phone number you associated with Google Voice 
will ring when they call you through Google Voice.  

 
 

How to Add Additional Phone Lines to Your Google Voice Number 

If you would like to associate more than one phone line with a single Google Voice number, follow these steps. 

1. When viewing your Google Voice inbox at 
www.google.com/voice/ , roll your 
mouse over the               button and 
select the SETTINGS link from the drop-
down menu that appears. 
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2. On the SETTINGS page, click the ADD ANOTHER 
PHONE link. 
 
 
 
 
 
 
 
 
 
 

3. In the ADD A NEW PHONE form, enter a descriptive 
name that identifies this phone, the phone’s number, 
and the type of number this is  (i.e. work, home, or 
mobile). Click the SAVE button when you are done. 
 
 
 
 
 
 

4. In the VERIFY YOUR PHONE window that appears, a verification code will be displayed. Click the CALL 
ME NOW button to receive a phone call from Google Voice at the phone number that you provided in 
the previous step. When you answer the call, enter the verification code as prompted.  The verification 
system will let you know when to hang up. 

When students call your Google Voice number, the phones on your Google Voice Phones list will ring.  

 
 

Where Can I Learn More about Using Google Voice? 
Please see these resources: 

 Google Voice Features 

 Google Voicemail Basics and Features 

 Checking Messages in Google Voice 

 Sending and Receiving Text Messages 

 Managing Forwarding Phone Numbers 
 

https://www.google.com/googlevoice/about.html#tab=overview
https://support.google.com/voice/answer/164648?hl=en&ref_topic=1708439
https://support.google.com/voice/topic/1708442?hl=en&ref_topic=1708439
https://support.google.com/voice/answer/115116?hl=en&ref_topic=1708439
https://support.google.com/voice/answer/165221

