
VONAGE HOW-TO GUIDE
With the Vonage Essentials app you can:

• Maintain a single business identity in the office and on the road
• Call and text using your Vonage Essentials business phone number
• Collaborate with your Essentials colleagues with group conversations, text, media sharing and video calls
• Play/Read Voicemails and manage Voicemail settings
• Manage your availability with Call Forwarding and “Do Not Disturb”
• Import, view and edit business contacts across multiple devices
• Ask for help and share your feedback



To set up and use your Vonage Essentials app:

1. Go to the App store, search and download the 
Vonage Essentials app. It will look like this for both 
Android and iPhone:

2. Open the app and login with your username and 
password. If you do not know these please email or 
call Gina Ellis (gellis@qualgen.us).

 

3. The first screen you will see if a Messages screen. 
Here you are able to instantly message or text 
someone. To create a new message click the box 
with the pencil in the upper right hand corner and 
input the name of the person you would like to 
message.

 

4. Click their name to create a message. Click the 
type message box and type your message then 
click the arrow to send it. 

 

5. If you have allowed the notifications on your 
phone, when someone messages you back it will 
automatically show up on your phone. 

 
6. You can create groups for messages by clicking 
the Create Group button on the message home 
page. Here you can name the group chat and add 
anyone you want to the group. 

 

7. Click the phone icon at the bottom of the screen 
to be taken to the Calls page.

 



8. Here you can make a new call. Click the phone 
icon with the plus icon in the upper right hand cor-
ner then type a name or number in the search bar. 
To video conference them press the video icon. To 
just regularly call them, press the phone icon. 

 

9. On the calls page you can view all of your recent 
calls and all of your missed calls. 

 

10. Click the keypad icon on the bottom to input a 
number to call. 

 

11. The phone directory icon on the bottom will 
take you to your contacts. To view all Qualgen em-
ployees click “Business”. 

 

12. When you click on someones name in the con-
tacts it will show you their number and give you the 
option to message, call or video call them.

 

13. By clicking the three bars on the upper left 
hand corner you will see your name, extension and 
phone number. You will also have the option to 
mute all devices or your specific device. 

 



14. Click settings to manage your different Vonage 
settings. 

 

15. Click voicemail to change or update your 
voicemail settings. 

16. Please follow this script for your voicemail:
Hi, this is (your name) with Qualgen.  I’m currently 
unable to take your call.  Please leave your name, 
phone number and a brief message and I will 
contact you as soon as possible.  For immediate 
assistance or billing questions dial extension 7404.  
For sales dial extension 7402.  Thank you.
 


