Step 1: Log into your Google account. If you do not already have a Google account, you must
first register for one.
Step 2: Visit Google Voice at https://www.google.com/voice
Step 3: Accept the Google Voice’s Terms and Privacy Policy

Step 4: Select I Want A New Number

Step 5: Add a forwarding phone number - This is where you want to list your current
(mobile) (personal) phone number

Step 6: Have your cell phone ready and once you click on, Call Me Now, the system will
Immediately call you on the cell phone number you provided

Step 6: (Cont.) The system will begin by asking you to enter the two digit verification code
followed by the pound sign. Once completed, it will then ask you to record your name followed
by the # sign. PLEASE STATE YOUR NAME AS,

“FULFILLMENT CENTER”
(NOT your personal name)

Step 6: (Cont.) The system will then tell you that you can either hang up now or leave your
personal greeting followed by the # key. DO NOT HANG UP YET! This is where you will now
record the following greeting: “If you are calling in regards to a delivery notice, please
leave your name, address, and the best time to redeliver your package. Thank you!” (Then
press the # key)

Step 7: Once you complete the phone call in Step 6, it is now time to select your Google Voice
phone number, starting with locating an available area code. If possible, try and secure a local
area code, rather than one in a different county or even state. Clients are more likely to call a
local phone number versus one that is out of state and not toll free. To see if there are any
local area codes available, type in the requested area code in the box to the left and click,
Search.

Step 7: Continue searching for an area code closest in proximity until you find an available area
code. Many times there will be multiple phone numbers available in that particular area code.
If so and you do not see a phone number that you prefer, you may view the next 5 available
phone numbers by clicking, Next>, located above the Continue>> box.

Step 8: Once you select your Google Voice phone number, click continue and you will then see
this screen. Congratulations, you now have your Google Voice phone number ready to use
when placing Delivery Notices on your clients doors when out door knocking and no one is
home!

Google Voice also allows you to edit your
settings. To do this, click on Settings,
which is found in the upper right hand
corner of your Google Voice account.

You can select to have all your
calls forwarded to your email,
receive text message alerts to
your personal cell phone, or
even have your Google Voice
phone number turned off
which will send all callers
directly to voice mail rather
than being routed to your
personal cell phone, which is
strongly advised. Remember,
you don’t want to talk to the
those who are calling you from
a delivery notice, you just need
to know when they will be
home.

