
SWITCH TO VOIP IN 
FIVE SIMPLE STEPS

The thought of switching to a VoIP provider can present unfounded stress, simply because there are so many different service 
providers to choose from. However, this task is less painful than you think once you have identified your business’s needs. To 
determine the system that is ideal for you, use this simple guide to discover your needs and make a decision that will change the 
way you do business. 
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Step 1: IDENTIFY YOUR NEEDS
Before making an investment and switching your phone provider, you need to analyze and understand your business’s telephone 
needs. To better determine the VoIP solution that is best for you, you must first focus on two major aspects of your business: your 
employees and your location. To get a better understanding of the service that will facilitate both aspects, answer the following 
questions:

Employees
• How many people does your company employ?
• Will you be adding new employees to your staff 
   within the next year or more?
• Does each employee need a phone at their desk?
• Do you employ receptionists? 

         
• Does your business have more than one location?
• Will you be increasing the number of offices you currently 
   have, in the near future?
• Does your business employ remote employees who need to
   stay connected?
• Does your office need phones in other areas of the building 
   such as lunch areas, labs, lobbies, 
   kitchens or conference rooms?

Location



Step 2: ORGANIZE KEY STAKEHOLDERS
Once you have decided on your business’s needs, it is time to organize the team. This team should include everyone who needs 
to be involved with the implementation of the new VoIP system. The most important persons on the list should be: one, the 
individual who understands the technicality of your building’s infrastructure and the head, who is responsible for approving and 
making the final decision, if that person is not you. 

The next crucial step in this process is to consult with key stakeholders in each department. By meeting with departmental heads, 
you will be provided with a list of features that are needed in a phone system that will encourage and enhance productivity. 
Departments that should be at the top of your consultation list are:

The departments listed above need an efficient telephone system and will be able to provide you with an idea of the most crucial 
features that are needed for the most operational VoIP system.

• Marketing
• HR
• Sales
• Finance
• Operations
• Customer Support
• IT
• Executive Team



Step 3: ASSESS AND ANALYZE YOUR OPTIONS
The wide array of options that comes with a VoIP system can baffle even the most technically inclined people. While some of 
these features are crucial to the daily operations of your business, other features are really not for you; it is therefore imperative 
that you scrutinize the latest and most exciting features that have been updated to modern VoIP. These features are options that 
you may not have thought about and they could be the difference between success and failure of your business. Some of the 
most advanced features that you may want to consider include but are not limited to: 

1. Call Recording
2. Voice Mail and Email Transcription
3. On-Demand Conferencing
4. Mobile Device and BYOD Support
5. Call Center Functionality, Queues and Routing
6. Business Application and Integration with the Phone System
7. Business Intelligence Reporting 

These features are designed to improve productivity and adapts to Aristotle’s Elements of Communication, ethos, pathos 
and logos. While these three elements are not broken down, they are the principles behind the VoIP system; to help 
sharpen your business’s message and achieve your goals through the use of the most advanced and modern phone 
technology.



Step 4: MAKE YOUR VoIP WORK FOR YOU
After deciding on all the features you need from a VoIP service provider, it is time to learn how to make this system work for you. 
If you are not technically inclined, get a consultant or a member of your IT staff to answer the questions below and how to make 
the system work best for you and your staff:

Step 5: ASK QUESTIONS…SELECT A PROVIDER
The internet is swarming with numerous VoIP service providers, which makes the selection process a very difficult and daunting 
one. To decide on the service provider that is deserving of your business, answer the questions below and pick the diamond out of 
the rough…
ENSURE THAT YOUR VoIP SERVICE PROVIDER HAS AN ANSWER TO EACH ONE OF THESE QUESTIONS BEFORE GIVING THEM YOUR 
BUSINESS…
1. Do you serve clients in my industry: that have a similar size business as ours and match our level of complexity? Do you   
               have customer testimonials, case studies and videos of customers available for review?
2. How much will it cost to maintain and support the VoIP system on a monthly basis?
3. Is there a separate cost for regular upgrades?
4. What is the term of the contract?
5. What does the installation process entail?
6. Will I be provided with help to implement the system?
7. Is there available customer service to assist users when they have problems or questions?
8. What is the process executed to ensure quality call and availability?
9. Is there a service level agreement?
10. Are reliability and performance statistics made available to the public?
11. What guarantee does my business have that you will still be in operation for the next 7 to 10 years to manage my 
               communication needs?
12. Will I have access to your company finances?

These questions are crucial to your VoIP success because VoIP systems use the infrastructure that is already in place. By doing this, 
the system eliminates the need for a detached telephone system. 

1.    Does your business location facilitate the required cables for data     
       and voice connection?
2.    What are your specific data requirements?
3.    Do you have broadband connections available?
4.    Are your tied to any active broadband or voice provider contracts?
        If  yes, when will these contracts expire?
  
 



Our Bonus Step: LET THE EXPERTS DO THE JOB
We hope that our switch to VoIP steps have alleviated your switching woes and have boosted your confidence in this daunting 
decision-making process. The switch to VoIP is painless once you know exactly what it is that you want. To further assist with the 
decision-making process, our experts here at Managed Logix will help make the transition as easy as possible. To learn more 
about our services and how we can help you better, visit www.ManagedLogix.com
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