How to Record or Upload Dialpad Voicemail
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With the Dialpad desktop app open, click on your initial in the top
right corner and select “Profile”. This will open a tab in a browser.
You may need to log in again (**Use Log in with Microsoft**)
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Once logged in, scroll down and select “Call handling and
voicemail”
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Call handling and voicemail

Determine how incoming calls are handled and manage your voicemail settings.
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N Select the greeting people hear when you don't answer, or record a new one.
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Navigation when answering a call
Automatically navigate to the conversation view with a contact when answering a call from them.

For calls to my personal line

For calls to group lines | am an operator of

Select “Call handling and voicemail”, this is the section where you
can record your voicemail message or upload a .mp3 file.



RECORD YOUR GREETING
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Learn more

To record you voicemail message, select “Record a greeting” and
rename your new message. Once you’re ready select “Start
recording”, your browser is going to request permission to use your
microphone, select “Allow” and begin recording your message.



Call handling and voicemail

Determine how incoming calls are handled and manage your voicemail settings.

Select the greeting people hear when you don't answer, or record a new one.
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Receive email notifications for new voicemails.

Once recorded/uploaded you can play the voicemail message back
with the purple “play” button, rename the message with the purple
“pencil”, and delete it with the red “trash can”.

Call handling and voicemail

Determine how incoming calls are handled and manage your voicemail settings.

Select the greeting people hear when you don't answer, or record a new one.
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Navigation when answering a call

You can also record multiple messages, to create another voicemail
message, record another greeting or upload a .mp3 file, and select
which one you want to use with the down caret.



