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Download, install and activate the EVOX app
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EVOX provides you with simple yet feature-rich business phone solutions.  You can make and receive 
calls using the EVOX app on your smartphone, or with a traditional IP desk phone.  The EVOX app is 
available for Android phones and iPhones and is free to download through Apple Store or Google Play 
Store.

The EVOX app lets you take your office with you anytime, anywhere, even when you are traveling 
overseas, when you have internet connection.

EVOX is easy to install and administer. It saves you time and money.  It is a bridge to many cloud 
communications capabilities such as web calling, instant messaging, video calling, voice transcription, 
and AI assisted communications and collaborations services.

1. Download & install
It is easy to download EVOX app to your smartphone. 
Simply follow this step:

1. Go to Apple Store (for IOS) or Google Play Store 
(for Android)

2. Search using EVOX as the keyword
3. Select download (for free)
4. Install the EVOX app to your smartphone

What is EVOX?
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2. Activate your EVOX service
Launch the application and follow these simple steps to activate your EVOX service:

1. Click to allow EVOX to send you notifications
2. Enter your mobile phone number by selecting you country code first, and then entering your 

mobile phone number (Please confirm with your company’s EVOX admin that your mobile 
phone has been registered with EVOX)

3. Confirm your phone number to receive authentication code from EVOX by SMS
4. Enter the authentication code sent to you
5. Update your profile image or skip it for later
6. Allow EVOX to access your Contacts in phonebook
7. Allow EVOX to access your microphone
8. You are all setup now. Start making calls from your business phone in your smartphone
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Menu and key pages

Dialpad Contacts NotificationsHistory

The menu button at the top left of EVOX screen provides you with the following system level information 
and functions:

1. About – information on the EVOX release software
2. Privacy and Terms of Use
3. Support – quick access to EVOX technical support. You can call us or send us a message by 

pressing “Send feedback”
4. Setting – configure and customize EVOX the way you want to use it.  See Settings section 

below

There are four main pages for the EVOX app.  You can navigate between these pages by pressing on 
the desired page icon.  With the menu button and these four pages, you will be able to make, receive, 
and manage all your business calls and messages, and also configure and manage your EVOX app.
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1. Availability setting
EVOX app provides you with availability mode which lets you decide when to accept calls and when you 
want to take a break from business.

1. Press the menu icon on the top left, then go to Settings
2. Turn Availability ON to accept calls
3. Turn Availability OFF, when you are off-work or whenever you don’t want to receive any calls. 

All incoming calls will be forwarded to EVOX voicemail so you won’t miss any important calls. 

Settings

2. Pick up setting
When pick up is turned on (enabled) you will be notified of any incoming call to your business, and you 
can pick up the call even if it is not intended for you. This allows you to answer calls for your colleagues 
when they are not at their desk or not available on their EVOX app.  However, if you don’t want to be 
notified, you may turn pick up off.  More details on Pick up can be found in later pages.
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4. Voicemail settings
The EVOX app comes with a default personal greeting, so that your voicemail will start working right 
away.  However, if you want to personalize your voice mail greeting you may either record one with your 
voice or type in a greeting with text. The text greeting will be converted into a voice greeting by EVOX.

3. Profile setting
You review and update your profile information such as your profile image, name, extension number, 
and registered email address. 

Press the camera icon next to your profile image to update your avatar.

Consult with your company admin, if you want to update your other profile information.
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5. Sound test
When you have trouble with the voice quality of EVOX on a call, you can hang up the call and do a 
sound test by pressing Sound Test.  You will be directed to a test site and prompted to perform a sound 
test by speaking into your phone and listening to a recoding of your voice to see if there is voice quality 
problem. If the voice is fine, then you know that your device and network is fine, and the problems you 
are having may be with the other caller.
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1. From dialpad
Input the destination number (country code must be preceded 
with +) using the dial pad then press call button. You may also 
copy a number from an email, an SMS, or a website and paste it 
here by long pressing the destination number box and selecting 
paste.

Your company phone number will show up on the recipient’s 
caller ID display, instead of your personal mobile number 
(associated with the SIM card of your phone.)  All calls with EVOX 
will not be charged to your SIM card balance; they will be billed 
to your company instead.

2. From contact and call history
To place a call from the contact list, go to the contact page. Select the contact name then press the call 
icon.

To place call from your call history, go to the call history section. Press the contact name then press the 
call icon.

Making calls
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When there is an incoming call, a notification will appear on your phone screen with EVOX logo.

3. Pick up a call
When pick up mode is enabled (see setting above) you will receive notification for all incoming calls to 
your company, no matter which extension is selected by the caller. This allows you to pick up important 
calls for your coworkers when they are busy or unavailable.

1. Accepting a call
On iOS you slide to accept the call. On Android 
you press the answer button. 

2. Rejecting a call
You may also reject your incoming calls by 
pressing the wake-up button for iOS or pressing 
the decline button on Android. When an incoming 
is rejected, EVOX will forward the call to voicemail, 
so you can get to it later.

Incoming calls
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1. Mute call
1. When in a call, click Mute icon to disable and enable 

your microphone

2. Handsfree mode
1. When in call, click Speaker icon to enable your 

loudspeaker (handsfree) mode
2. Click again to exit the loudspeaker (handsfree) mode

During a call
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3. Hold call
1. When in call, click Hold to pause your call. You may 

initiate a second call when on hold.
2. Click again to resume your call

4. Add second call
1. You can initiate a second call by pressing Add call. This will automatically put your current call 

on hold. The caller on the other side will hear music on hold
2. When prompted you can dial a second extension on the dial pad or select a caller from your 

contacts
3. When the second caller is connected, you will see the first caller’s status at the top of the 

screen. If you want to switch back to that caller, just press the bar on top. Once you do that the 
second caller will be put on hold

4. At any time when you have two calls connected (one active and one on hold), you can join 
them into a 3 way call by pressing the 3 way call button
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5. Call Transfer
1. When in a call, click Transfer
2. Dial an extension number (or select a caller from contacts), then click Call icon
3. A menu will pop up 

3a.  Click Transfer Now to directly transfer your call 
3b. Click Inquire First and talk to the third party before transferring the call 
3c. Click Cancel to abort the transfer and return to the first call

4. Then click Complete Transfer if you want to leave the call, or
5. Click 3-way call to stay on the call

3a.

3b.

3c.
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6. 3-way call (add a caller)
1. Click Add Call
2. Dial an extension (or select a caller from contacts), then click call icon
3. After the second caller picks up, click 3-way call to join all parties in a conference call

7. Second incoming call (Call waiting)
You can receive a second incoming call from outside call or from another extension when you are in a 
call:

1. A notification will appear on your screen
2. You can accept or reject the second 

incoming call
3. If you reject the call, it will be forwarded 

to voice mail
4. If you accept the call, your current call 

(first caller) will automatically be put on 
hold. The status of the call on hold will 
appear at the top of your screen

5. You can go back to the first caller by 
pressing the bar at the top.  This will put 
the second caller on hold

6. You can also join both callers into a 
3 way call by the pressing 3 way call 
button
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8. End a call
Press the hang up icon at the bottom screen

1. Contact list
There are two separate contact lists. One is for all your contacts 
on your smart phone, and the other one is your company’s 
internal extension numbers.

Contacts
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2. Search contacts
Click the magnifying glass icon in the top right corner to search for a name/number in your contacts.

3. Add a new contact
You can add a new contact by pressing  the + icon in the bottom right corner of the page and filling in 
the new contact information. When finished, click Save. This will not only update your EVOX contacts, it 
will also sync with the contact list on your phone.  To cancel click Cancel.
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4. Separate your personal contacts
If you don’t want your personal contacts to show up on EVOX, you can change these settings on your 
phone. 

1. Go into your phone settings
2. Scroll down to find EVOX. Select EVOX 
3. Under Allow EVOX to Access, flip the switch on Contacts
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1. View your call history
To view a history of your accepted calls, missed calls, rejected 
calls, and dialed calls, press the call history icon.

2. Delete your call history
Manage your call history by pressing the trash bin icon at the top right corner, select the item you want 
to delete, then press Delete at the bottom right corner, and confirm by pressing OK. You can abort at 
any time by pressing Cancel.

Call history
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1. View your notifications
You will see a list for all your new and 
recent voice messages as well as all system 
notifications here.  Note that all voice messages 
are also sent to your email address.

2. Retrieve your voice messages
Once you delete your voicemails, you can easily retrieve them by pressing the trash bin button on the 
top right corner then press the undo button on the bottom left corner.

3. Delete your 
notifications
Click the trash bin icon on the top right corner 
and select the notifications and voice messages 
you want to delete from the list.  

Notifications


