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Notice
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information in this document as personal and cenfidl and, except as required by law, not to olsgcthis
information to any other person or organization.

© 2011 U.S. Army Family and MWR Command. All RigRteserved.
This document was prepared on behalf of:

Shaunya Murrill

Chief, Outreach and Strategic Integration Division
Family Programs Directorate

Family and Morale, Welfare and Recreation Command

2406 Gun Shed Road“FL
Ft. Sam Houston, TX 78234-1222

email: Shaunya.Murrill@us.army.mil
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Welcome to Google Voice

Google Voice gives you one number for all your gnlt is a phone number that is tied to youtoat
device or a location. You can use Google Voicartphfy the way you use phones, make using
voicemail as easy as email, customize your cakleqerience, and more. Make note that is not agho
service, but lets you manage all of your phonesodi Voice works with mobile phones, desk phones,
work phones, and VolP lines (Google, 2011). As tithe Google Voice is only available in the U.S.

As a Community Support Coordinator (CSC) you will need to createGoogle Voiceaccount. Some
of the benefits of Google Voice are:

» The ability tolink multiple phones into one convenient source with many personalggttbns
* To helpmaintain your privacy while interacting with your communities

One of themost important rolls Google Voice plays is its ability to have &ve call link from yourCSC
Landing Page This way your community members can contactatoany time and you choose how
you are notified.

After you create a Google Voice account you wikdeoemail the “Widget Call Link” to your Point
of Contact (POC), Kevin Cartlidge. You will learn how to create aVidget Call Link” later on in the
document. Please see Sectidwlding a Call Widget” for directions and information.

If you have any questions please contact eithetr#tiging department at
training@myarmyonesource.caon Kevin Cartlidge, your Content POC, at
Kevin.Cartlidge @defenseweb.com

& > Communities snd Marketplacs > Community Su Cen = Login | M8 |ive Chat Support

o . Welcome! I'm Jane
i - your lecal Community Support Coordinator.

you will find helpful resources in your area

HOME NEWS EVENTS FINANCES | EMPLOYMENT HOUSING HEALTH
back to home local news upcoming events financial information job opportunities housing information behavioral healt!

A
Community Support Coordinator

[

Contact Me:
B 2rmveook Bl My For

SOS training conference
| shares best practices with
global staff and partners
Qver 300 Survivor Outreach Services
representatives from the Adtive Army,
Reserves and National Guard converged

the nation’s capitol for their annual traininggd
during the second week of August

L 4

e R

Arsenal Support Program Postal Service Sets Holiday Community Partners
Initiative Mail Deadline

Figure 1: CSC Landing Page with Google Voice Link
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Register for Google Voice

Create a Gmail Account

Frist, you will need to have@oogle Gmailaccount to access Google Voice.

Your Gmail account will reflect your Community SuggpRegion and/or State. For example, if your
state is New York your Gmail addresay be “CSC_NewYork@gmail.com”

Pleasecontact your Regional Community Support Coordinator(CSC) for specific criteria and
directions on how to create your CSC Gmail accoanmte. Once you have this information you are

ready to create a Gmail account.

Go towww.Google.com/Gmaito create a Gmail CSC account.

Gma il

Create an Account

can sign in here

First name:
Last name:

Desired Login Name:

Choose a password:

Re-enter password:

Default Homepage

Security Question:

Answer:

Recovery email:

Your Google Account gives you access to Gmail and other Google services. If you already have a Google Ac

Get started with Gmail

Jane
Smith

CSC_NewYork @gmail.com

Examples: JSmith, John Smith

check availability!
sesssessese Password strength: ~ Strong

Minimum of 8 characters in length
sssssssseee

Stay signed in

Enable Web History Learn Mare

Set Google as my default homepage
Your default homepage in your browser is the first page that appe:
you open your browser

What was the name of your first teacher? -

If you forget your password we will ask for the answer to your security

question. Leamn More

This address is used to authenticate your account should you ever encounter

w m |ﬂ"‘S urfuriil your passw Drd If you do \mt ha icth er email addr ss

F|gure 2. Gma|I Account Reg|strat|on

ars when

www.myarmyonesource.com
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Create a Google Voice Account

Once you have created a Gmail account you are eadyrto create a Google Voice account. To create a
Google Voice account, complete the following steps.

1. Go towww.Google.com/Voice
2. Type in your Gmail address and password then ttiekSign in" button.

. )
GOugle voice

Teach your phone new tricks
Google Voice enhances the existing
phone or carrier you have - far free_ It also

s of your phone, regardless of which Sigr irs vl your

s you CO::'S[L' Account
Email: csc_mystate

.3 One Number

ex: pai@example.com
Use a single number that rings you anywhere. i,

Password: sssssssssss

Online voicemail [7] Stay signed in

Get transcribed messages delivered to your inbox.
Cheap calls Can't access your account?
Free calls & text messages to the U.S. & Canada

Super low rates everywhere else

Don't have a Google Account?
AT oo vl sigpupeti g™ 0 Googy WP < U208 20

~ 4__,.", F i Y
Figure 3: Google Voice sign in page

») Watch the videos & What's new

Once signed in clickChoose a numbet under ‘Get a Google Number.’ This will begin a
wizard for you to choose your new Google Voice namb

ericpeds@gmail.com | Sign out

Google voice ™’

Choose one of the following free options

Use your existing number Get a Google number

Andgetthese features. And get these additional features
« Transcribed voicemail online + One number for all your phanes
e Low costinternational calis = et SMS messages via email
« Custom voicemail greetings for callers = Block unwanted callers

Leamn more ahout the diference between these options

©2009 Google - Google Home - Terms of Senice - Privacy Policy - Help

Figure 4: "Choose a humber", Google Voice Wizard

Www.myarmyonesource.com
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4. Next, you will need to search for available numbérsu can choose a number in a specific area
based on zip code or one that has a specific wopthrase in it. In the appropriate field below
type in anArea Code Zip Code, Word or Phrasethen click ‘SearcH.

Step 1 of 4: Choose your number Help | Sign out

Search by area code or ZIP code
|
andior

Enter a word or phrase to search for

Search
% Back to selection

Figure 5: Search Criteria

Based on the criteria you set, Google will disglay numbers that are available. Make sure you thiek
number you want. Your first phone number is fiag,if you wish to change it later, there will be a
number change fee of $10.

Note: Searching by zip code can be more restrictiveyaudmay want to use an area code search as the
primary means of finding a phone number.

5. From the search results screen selectat® button next to number you want as your new
Google Voice number and clickContinue”. Otherwise, you can als@€arch Agairi or click
the “Next 5’ link to see more numbers.

Step 1 of 4: Choose Your Number Help | Sign out

555 Area code or ZIP code

Word, letters, numbers

Results for §55 area code:
O (555) 555-0100
Somewhare, CA

© (555) 555-011
Some city, CA

O (555) 555-0110
Sormewhere, CA

O (555) 995-0189
Somehware, CA

O (5595) 555-0102
Some place, CA

Next 6 =

Continue

Figure 6: Pick a Google Voice number

8 www.myarmyonesource.com
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6. The next step in the wizard is to choose a 4-@tjit code to access your Google Voice

voicemail. Enter in d-digit PIN code andAccept Google Voice's Terms and Privacy Policy
then click the Continue” button.

Step 2 of 4: Choose your PIN Help | Sign out
Google Voice Mumber (85B) 754-8714

Choose a 4-digit PIMN to access your voicemail by phone:
Enter PIN

Confirm PIN

¥ | accept Google Voice's Terms and Privacy Policy

’ Continue »
< Previous Step -

Figure 7: 4-digit PIN Code Access

7. Google will now ask you to addfarwarding phone number to your Google Voice account.
Enter in @Phone Numberthat you will be using as your primary work numfexample: cell
phone). This number can be changed in the futader account settings. Then selebbne
Type from the dropdown box and click th€bntinue” button.

Step 3 of 4: Add a forwarding phone Help | Sign out

Google Voice Number: (858) 754-9714

Add a forwarding phone that will ring when your Google Voice
number is called.

Phone Number: 8588625823

Phone Type:  |Mabile -l

Continue »

Figure 8: A Forwarding Phone Number

Www.myarmyonesource.com 9
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8. Next you will need td/erify Your Phone number you have added to Google Voice. Click the
“Call Me Now” button. Follow the prompts and enter in tregification code Google provides
you. In the example below the verification codd2s

Step 4 of 4: Verify your phone Help | Sign out

Google Voice Mumber: (858) 754-9714

We need to verify your phone before we can create your
account.

\We will call you at (858) 882-5823 and prompt you to enter the
following verification code

Enter this code:

42

Call Me Now I Cancel

= Previous Step

Figure 9: Verification Code Example

9. Once verified click theFinish” button to complete the setup process.

Congratulations! Help | Sign out

Google Voice Mumber. (B58) 754-8714

Your account is now set up!

You can add more forwarding phones now or go straight to
your account.

Add more phones

Finish » |

Figure 10: Finish

10 WWW.myarmyonesource.com
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Using Google Voice

How to Access Google Voice

Once you verify the phone number, your accoungisip and ready to be used. You will receive a
Welcome emailin your Google Account The Welcome email will provide you with someetips for
working with your Google Voice account.

You can click the link in the Welcome email to asxgour Google Voice account or you can type
www.Google.com/voicén your Internet browser.

Note: Save thé5oogle Voicehome page link in youfavorites for easy access in the future.

From theGoogle Voicehome pag&ign in using yourGmail account After you Sign in you will be
brought to the Google Voice main page.

How to Edit Your Settings

The Settingslink will allow you to change and/or edit your Gded oice options. Click th&ettings
link in the upper right hand corner of the Googleidé main page.

Gmail Calendar Documents Photos Reader Web more » What's new? | r.sc_myslaie@gmail.com\ Help | Sign out

~ : %)
LIO SIC voice Search Your number. (555) 555-5555
D call | © Text M~ | Archive | Report Spam | Delete | More Actions ~ | Refresh Show: Unread 1-10f1
=] (%) Google Voice Add
T Starred @ 112110 1257 PM
Spam Welcome to Google Voicel Google Voice gives you a single phone number that rings all your phones, saves your voicemail online, and transcribes your voicemail to text. Other
Trash

cool features include the ability to listen in on messages while they are being left and the ability to make low cost international calls. To start enjoying Google Voice, just give out
c your Google Voice number. You can record custom greetings for your favorite callers or block annoying callers by marking them as SPAM. Just click on the settings link at the

i Contacts top of your inbox. We hope you enjoy Google Voice.
Histary » 00-28

@ Voicemail Call Text more ¥

O Text

© Recorded

() Placed Tip: Choose when a particular phone rings by setting a custom ring schedule. Learn more

O Received

O Missed ®2011 Google - Terms - Blog - Google Home

Calling Credit $0.10 (2

Credit ¥ | Rates | H

r- J ‘,\J" j‘ ' J ' \....,“.- r \’r‘ ’ r /‘ f‘ f--..._‘v-hh-l -~ r--a
Figure 11: Google Voice Main Page

WWW.myarmyonesource.com 11
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Phone Settings
Change you basic phone settings by usindgPtinenestab.

Option Description

You can change your Google Voice number for a $0dr change the

Your Google Voice Number existing Google Voice number to a mobile numbethasprimary phone.

Use theForwards to option for switching your phone’s voicemail to @b
voicemail for the phone listed.

To activate Google voicemail on your mobile phone, cligkctivate Google
voicemail for this phon€. You will be prompted with a Voicemail directisn
Forwards to to activate.

To deactivateGoogle voicemalil, click theDeactivate Google voicemail”
link. You will be prompted with Voicemail directisrto deactivate. Removing
your phone from the Google Voice Settings will patvent your voicemails
from going to Google voicemail.

Set your Voicemail Access and Ring Schedule todtdied only when you

Google Chat want to be.

Add multiple phones to your Google Voice accougtick the “Add another
Add Another Phone phon€' link to add any additional phone numbers you vddike to link to
your account.

Settings

Phones Voicemail & Text Calls Groups Call Widgets Billing Account

Your Google Voice Number
(555) 555-5555 Change / Port

Forwards to:
My Cell

Phone
5-T777 - Mobile

Edit || Delete | Activate Google voicemail on this phone (7)

B Couglc chat

csc_mystate@gmail.com

Edit | Delete

Add another phone

Figure 12: Phone Settings

12 WWW.myarmyonesource.com
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Voicemail & Text Settings
Change you basic voicemail settings by usinguvbieemail & Text tab.

Option Description

Voicemail Greeting

This is the general voicemail message people wilrlwhen they call your Google
Voice number. You can record several options. M4l choose t®ecord New,
Google Voicewill call your mobile phone and ask you to recarthessage. You can
listen and re-record your messages.

Recorded Name

This option allows you to record a name to youiceaiail. It is the name the caller
hears with they call you.

Voicemail Notification

This allows you to choose how you would like tortmified when you receive a new
voicemail message Your options are to receive notification &wail and/or SMS
(text messagejo your mobile phone.

Text Forwarding

Enable this option to have text messages sentuogmail address associated with
your Google Account.

Voicemail PIN

Your PIN allows you to check your new voicemail messages fmultiple phones.
You can change yolRIN number at any time.

Voicemail Transcripts

Google Voice can automaticalisanscribe your new voicemail messageasndsend
you the transcript to themail address and the SMS (text messageymber you
added in the 'Notifications' section above.

Settings

Phones

Voicemail Greeting € Record new

Recorded Name » Play | € Record new

Voicemail Notifications  Alert me when | have new voicemails

Text

Voicemail PIN (3 New PIN

Voicemail Transcripts () Transcribe Voicemails

I"" ‘.,.lr.r J’ [ o Jl_f’“f /

A

Voicemail & Text Calls Groups Call Widgets Billing Account

Danielle * P Play | Re-record | Rename | Delete

Email the message to bulterﬁyES?S@gma\I,znmEl Add a new email address

Send a text (SMS) message to
My Cell Phone
Add a new mobile phone

Forwarding (7 [ Forward text messages to my email:

Confirm PIN

Figure 13: Voicemail & Text Settings

Www.myarmyonesource.com 13
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Call Settings

Change you basic call settings by using@ladis tab.

Option

Call Screening

Description

Enable this option to know who is calling and tatli@ incoming calls in different
ways, like sending calls to voicemail, recordings;ar to ListenIi™.

Caller ID (Incoming)

By default, Google Voice displays the caller IDyolr caller. You can also choose t
display your Google number as the caller ID, so koow you received the call on
your Google number

Caller ID (Outgoing)

When you send other people text messages usinglé&vdoge, we can display your
Google Voice number as the caller ID. This wayytivdl reply to you on your
Google Voice numbeNote: this only works from your verified phones that act
shared across account

Do Not Disturb

Enable this to send all calls to your Google nungbexight to voicemail. Please note
that SMS won't be forwarded to your mobile phon@(sije this feature is enabled.

Allows you to choose how you would like to be nietif of aMissed Call You can

Missed Calls . . . X
haveMissed Callsstored in youinbox and/or youremail.
Phones WVoicemail & Text Calls Groups Call Widgets Billing Account
Call Screening(?) @ On
Ask unknown callers to say their name
o Off
Caller ID (incoming) @ @ Display caller's number
© Display my Google Voice number
Caller ID (outgoing) (3)  When | text a Google Voice number fram one of my forwarding phones:
@ Don't change anything
' Display my Google Voice number
Do Not Disturb () [7] Enable "Do Not Disturb”
Hours
Missed Calls  [7] Place missed calls in the inbox
[7] Send missed calls to my email:
[ Save changes ] l Cancel ]
Figure 14: Call Settings
14 WWW.myarmyonesource.com
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Group Settings

You can customize how different groups are treateen they call your Google Voice number. Have a

special greeting for Co-Workers, General Publieniig etc. You can also have particular phoneg rin
for particular groups of people.

Click theManage Groupslink at the bottom of the page to create and @diups for your phones.

Setlings '
Phones Voicemail & Text Calls Groups Call Widgets Billing Account '
You can customize how different groups are treated. Have a special greeting for your "Family™ or have yof
Group Forwards To Greeting Call Screening
»
Coworkers My Cell Phone General On -
Edit J
Friends My Cell Phone, Google Talk Danielle On
Edit
Family My Cell Phone Family On
Edit
Other My Cell Phane Danielle On |
Edit <
Starred in Android My Cell Phone Danielle On
Edit
e ““""-\_‘ "~d'-'—u\_ e ot ’\...’“*’M‘ ‘.___.,’A#\__ ) .

Figure 15: Group Settings

WWW.myarmyonesource.com 15
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Call Widget Settings (Adding a Call Link to your CSC Landing Page)

The Call Widgets tab allows you tgut a link to your Google Voice on any web pagel altow
people to call you from that web page. When somglotidks on the widget link, Google Voice
calls them and connects them to you.

Your Call Widgets:

& N Cal e katgirl
()

Embed. <object type="applicaticnix-shodwave-flash” dats="https://clients4.google. comiveice/embedive

Edit | | Delete
Figure 16: Call Widget Web Link for CSC Landing Page

Your phone number is always kept private by Godgleee and you can create multiplall
Widgets and have different settings for eachll Widget link. To add &Call Widget to your
CSC Landing Pagedo the following:

From theCall Widget window, click the ‘Add a new Call Widget' link.
Name the Call WidgetCSC Support'.

Check on all numbers that will apply to t66C SupportCall Widget link.
Click the “Save Changesbutton.

Once you save changes you will receive the codgdorCall Widget link. Copy and paste the
code in to a new email.

6. Email the code to youltSC POC, Kevin Cartlidge atKevin.Cartlidge @defenseweb.caafong
with the following information:

a. Your Google Voice phone number
b. User Name on the Army OneSource portal

aprwdpRE

Settings

Phones  Voicemail & Text  Calls Groups Call Widgets Biling  Account

Name  csC State|

n Call Me
. Go gle

‘When receiving calls from this widget:
@ Ring my
[ZIMy Cell Phone
@
2 Send to voicemail

Greeting

General * |k Play
Re-recor d | Rename | Delete & Record new

Call Presentation

@ On A
@ off

\ Save changes | Cancel ‘

Figure 17: Adding a Call Widget

16 WWW.myarmyonesource.com
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Billing Settings

TheBill Settings allows you to manage youall settingsandcall rates outside the United
States along with yowilling History . All calls outside of the United States are meefand of

a certain rate charge. You are financially resfi@gor any calls made outside of the United
States.

Settings

Phones Voicemail & Text Calls Groups Call Widgets Billing Account

Calling credit: $0.10®
Add $10 credit »

Low Balance Notification (7) [T Send me an email if my balance reaches $2.00.

Rates Browse all rates
Destination Rate per minute (USD)
China - Other $0.02
France - Other $0.02
India - Other $0.06
Mexico - Mexico City $0.02
United Kingdom - Other $0.02
Billing history
1-1
Date Time Type Destination Duration Charge Deposit Balance
1210 12:57 Pl Free credit $0.10 $0.10

Figure 18: Billing Settings

Account Settings

The Account Settingstab allows you to change language and time zdfoel can also use the
Account Settings tab to change your password, gg@urestions, and other profile options.
Please change/edit th@me Zoneto reflect your area.

Settings

Phones Voicemail & Text Calls Groups Call Widgets Billing Account

Language English (US}E
Time Zone | (GMT-08:00) Pacific Time []

Acc Visif, Google Acgount Settings to chaoge your pasgword, segurity questi .
S AR & Sy B e iy bl

Figure 19: Account Settings

WWW.myarmyonesource.com 17



