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How to Set Up Voicemail in Vonage 
 

1.  Log into the Vonage portal at https://admin.vonage.com/ 
 
 

2.  On the left-hand side of the screen click on Phone System.   
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

https://admin.vonage.com/
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3.   Right below you will see Extensions.  Click on this link. 

 
 
 

 
 

 
 
 
 
 

4.   Click on the edit button next to your name to get to your profile. 
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5.       Click on Voicemail button. 

 

 
 

 

 

6.    This is the Voicemail Settings page that will allow you to make any necessary changes.  

Establishing a PIN, turning on voicemail to email and creating a voicemail greeting are many options.  Please 

scroll down to view the options and follow the instructions for each setting. 
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7.  You can use your phone to create a name greeting, an unavailable greeting, a busy greeting and an out 

of office greeting. To make a recording via telephone call press the microphone button under the 

greeting’s tabs.   Type in the phone number and hit dial. 

 

 

 

 
 

 

8.  When you are finished with everything do not forget to hit Save at the top right-hand side of the page. 

 

 


