
How to Record or Upload Dialpad Voicemail 

 
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**) 

 

 

 

 



 
Once logged in, scroll down and select “Call handling and 
voicemail” 

 

 

 

 

 

 



 

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

 

 

 

 



 

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.  



 
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”. 

 
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. 


