Google Meet User Guide

This guide is designed to help users become familiar with the most common features and
functions of Google Meet on a computer. With this guide, you will be able to:

+ Schedule a meeting from Calendar

% Start meeting from Meet

+ LayoutandViewoptions

% Mute audio/video and see chat options

% Presentascreenduring a meeting and view participants at the same time

+ Change your background

% Organize Breakout Rooms

+ Open and share a Whiteboard

Schedule a video meeting from Google Calendar

1. Open Chrome browser and select Google Calendar

from the waffle menu or go to :
Gmail Images eee E

https://calendar.google.com/ in any browser.

2. In Calendar, create an event.

}. Click Add guests and enter the names or email of the u C
people you want to invite.

4 Click Save.

3, Click Send to notifyguests. Event Details Find a Time

(" Add Google Meet video conferencing

Meet Calendar


https://calendar.google.com/
https://calendar.google.com/

Start a video meeting from Meet

For Google Workspace users (using Meet with a work or school account)

+ Go to Google Meet.

% Click Join or Start a meeting. < :
_ . . - Join or start a meeting
% Optional: Create a nickname for your meeting

and enter the nickname. Click Continue.
meet

% Click Join now.

+ To add someone to a meeting, choose an option
No one else is here

> Click Copyjoininginfo L) and paste the

meeting details into an email or another Join now [+] Present
app-
> ClickAdd people <" and choose an option: Other options

> Underthelnvite section,selectaname,or _ )
%2 Join and use a phone for audio

enteran email address and click Send

invite.

> Under the Call section, enter a phone number and press Call L.

For users using Meet with a personal account

+ Go to Google Meet.

* If you have a meeting code, New meeting &3 Enter a code or link

enter a code in the “Enter

meeting code”field ° click Join.
. . (o) Create a meeting for later
+ Ifyouwantto start anew meeting, click New
Meeting. —+- Start an instant meeting
+ Choose anoption:
> Create a meeting for later: This will D Schedule in Google Calendar
generate a meeting link which you can
share to meet now or later.
> Start an instant meeting: Creates a meeting that you join now.
> Schedulein Google Calendar: To schedule a meeting, you will be directed to

Google Calendar.



https://meet.google.com/
https://meet.google.com/
https://calendar.google.com/calendar/

View meeting details

% The Meetingdetails panel provides information like the

practice A 0

Meeting link, Dial-in number and Pin number. You can Aild othere

also copy the meeting invitation here.

> Click the lower left hand panel with the up carrot A.

practice

sed within Hamline Jniversity)

Your meeting nickname should appear here. Shere this info with people you wantin the nieeting

Change vour layout

https://meet.google comyubi-ouot-apt
Diakin: (US) +1 605-412-4146 PIN: 565 780 872#%

ID Copy joining info

&+ Add people

Google Meet automatically switches the layout in avideo call to display the most active

content and participants. You can change the number of participants you see on your

screen. The number of tiles may change

depending on the size of your browser window.

%+ Atthebottomright,clickMore E 2
Change layout o,

> Auto:Theviewthat Meetchoosesfor
you. By default, you’ll see 9 tiles on your
screen.

> Tiled:Theviewthatcanshowupto49
people atthe same time.Bydefault,
you’llsee16tilesonyourscreen.Atthe
bottom of the window, move the slider
tothenumberoftilesyouwanttosee
on your screen.

> Spotlight: The active speaker or

shared screen fills the entire window.

Change layout X

Selection is saved for future meetings

P

@ Auto 3
O Tiled
O Spotlight

(O sidebar

Tiles
Maximum tiles to display, depending on window size.
Selection is not saved for future meetings.

= —e

> Sidebar: The main image is of the active speaker or shared screen. You’ll see

thumbnails of additional participants on the side.



View vourself in a video meeting

You can choose whether or not you would like to see yourself appear alongside other
participants in ameeting. You will not see yourself among participants if you select the

Spotlight layout or have pinned another participant.

Turn on self view in a video callz
+ Onthetoprightcornerofyourscreen, hoveroveryourselfpreview ’ click Showin

atile 0 Onthe People panel,click Showinatile 0

Turn off self view in a video call:
+ Onthetopright cornerofyourscreen, hoveroveryourselfpreview > click Remove
tile ©
% OnthePeoplepanel,clickRemovetile 9 Hover overyour tile in the video grid *

click Remove tilee.

Mute a participant’s microphone

Ifthereis feedbackorbackground noiseinavideo call,you may want to mute other
participant’s microphones. Forvideo calls organized through a personal account, only the
video call moderator can mute other participants.

+ Tomute other people, on the People tab, select the person and tap Mute.

% Important: If you don’t see the People tab, long press/tap a participant’s thumbnaiil,
tap. \!}
% Tip: For privacy reasons, you cannot unmute another person. Ask the participant to

unmute their audio. To mute or unmute yourself, tap Mute.

Send a chat message during a video call

% Click Chat (upperright corner). |_¥w|
%+ Enteratext message and click the Send =1 @ ("
You @

icon

Note: If you want guests to be able to edita
file, make sure you have shared the Google file

with them.



Present screen during a meeting

: ;
% In the bottom-right corner, select Present now. .
Present now

+ Select Your entire screen, A window, or Chrome tab. If

you present a Chrome tab, it shares that tab's audio by
defaulit.

% Tip: If you are sharing audio/video mute your own

Present

(] Your entire screen

+ Sharingisindicated byablue squareonataborblue Atab

window to prevent a feedback loop. E A window
border around awindow. D Best for video and animatio

%+ Topresentadifferenttab, select the tab
youwant to present, click Share this tab
B Google Mee: M X & StartaGoogle M- X
instead. SelectShare.
% Important: If your camerais turned on,

your video is active while you're

presenting.
E3d Sharing this tab to meet.google.com

Stop presenting

% In the Meet window, click Stop Presenting. In the bottom-right corner, you can also

click You are presenting ° Stop presenting.

View participants while simultaneously presenting screen

There are two easy options for viewing your participants at the same time
you are sharing content on your screen. These options allow you to monitor

studentengagement,assesstheirunderstandingortotake questions.

@ Coeme Fle ot vew ey Bocknuts P Tab Wikdew Hel 66 L@t TaAaE0

% Option 1l:Openanewbrowser

neECO0GQ

window with the content Hireey . G e B D

Minnesota s

you’d like to share. Select

vvvvvvvv

Remote Tutoring Resot--

MeBOOGE®

Present on the lower right

DIGITAL PLATFORM GUIDES FOR TUTORS,

menu bar and choose A

window. Arrange the windows
onyourdesktopsothatyou F "
can see both your

participants and content.



% Option2: Attach asecond monitorto yourcomputerorlaptop. This allows youto
open the Meet window with yourlearners on one monitor and your contenton
another. External monitorscanbe connectedviaHDMI,VGA orDisplayports. Youwill
need an adapter if your
computer uses USB-C ports.
Youmay need to configure
your displays once the
monitor is connected. Select
the option to extend your

screen and be sure to

deselect screen mirroring.

Change vour background

Before a video call

%+ Onthebottomright of yourselfview, click Change Background Z,

> Toslightlybluryourbackground,click Slightly bluryour
background & .

> Tocompletelybluryourbackground, clickthe second button 5

> To select a pre-uploaded background, click a background.

> To upload your own image for your background, click Add +,

% Click Join Now.

During a video call

+ Onthebottomright,click More
% Click Change background “,

> See instructions above.

Tip: Your camera is automatically turned on when you click Change background.
Changing your background may slow down your device. You may want to turn this

feature off to allow other apps to run faster on your computer or if your connectionis slow.



Use breakout rooms in Google Meet

Important: Breakoutrooms are available tousers withaGSuite Enterprise for Education

license and permissions to create meetings. Click here for more information.

For video call moderators
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On your computer, start a video call.
In the top right, click Activities c© > Breakout rooms.
In the Breakout rooms panel, choose the number of breakout rooms. You can create
up to 100 breakout rooms in a call.
Callparticipants willthenberandomly and equally distributed across therooms.
> To manually move people into different rooms, you can either:
1 Enter the participant’sname.
1 Click the participant’s name. Hold down the mouse, drag the name, and
then drop it into another breakout room.
> Torandomly mix up the groups again, click Shuffle A,

In the bottom right, click Create.

Tip: Toredo the breakout rooms and put all participants back in the Main room, click Clear

X

Edit, join, or leave breakout rooms
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Once you’ve created breakout rooms, you can make changes to the rooms or join
each breakout room to monitor and participate in discussions.

Tip: Moderators won't see chat messages that were exchanged between
participants before they join or after they leave a breakout room.

To make changes to the participant groups or number of breakout rooms, click Edit
breakoutrooms ¢ . Once you’ve made your changes, click Save.

Tojoin anindividual breakout room, next to the breakout room number, click Join.
Toleave allbreakoutrooms andreturn to the Mainroom, next to the current

breakout room, clickLeave.

End breakout rooms
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Inthe Breakoutrooms panel, at the topright, click End breakoutrooms =N

Click End breakoutrooms.


https://support.google.com/meet/answer/10099500?hl=en&ref_topic=7290350

For video call participants

Your moderator will create breakout rooms and invite you to join one. Your moderator can
join each breakout room at any time during the video call.
+ On acomputer or mobile device, sign in to your Google Account.

+ Join avideo call from your computer or the Meet mobile app.
> Important: Ifyoudialin to the call from your phone, youwon’tbe able to join

breakout rooms.
+ When your moderator invites you to join a breakout room, you’ll see a prompt on

your screen. ClickJoin.
> Tip:lfyouclick“Cancel,” you’llremainin the Mainroom. At the top, next to

“Invited to Breakout #,’ click Join.

Use a whiteboard in Google Meet

Start or open a Google Jamboard while in a video call. A Jamboard is a virtual dry erase

board where you can brainstorm ideas live with others.

Important: You canonly startoropenaJamboard during a Meet callif you joined the call
on acomputer. Video call participants on amobile device or tablet willgetalink toa

Jamboard file and be directed to the Jamboard app.

Start or open a Jamboard in a video call b Lol X
% Inthevideo call at the bottomright, click More 2 B
options : > Whiteboard. G a
%+ TocreateanewJamboard,click Startanew bk | e

whiteboard. To open an existing Jamboard from

your drive, shared drives, or computer, click Choose from Drive.

Tip: The Jamboard file will open in a new tab and a link is shared automatically via the

in-call chat. Click here for more information on using Jamboards.



http://jamboard.google.com/

