HOW TO USE
GOOGLE HANGOUTS
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4-7: Open Google Calendar
8-14: Create the meeting
15-24: Join the meeting
25-38: Troubleshooting
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This tutorial will teach you how
to use Google Hangouts to host
your meetings.

Using Hangouts enables you to

save time, reduce travel expenses
and improve air quality!
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PART 1:

OPEN GOOGLE CALENDAR
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PART 1: OPEN GOOGLE CALENDAR I

Open Google Chrome




PART 1: OPEN GOOGLE CALENDAR I

Click here to open
the apps menu




PART 1: OPEN GOOGLE CALENDAR I

Click here to open
your calendar




PART 2:

CREATE A MEETING
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PART 2: CREATE A MEETING I

Click on the calendar
at your desired meeting
time/date




PART 2: CREATE A MEETING I

Click on “More options”




PART 2: CREATE A MEETING I

Add meeting information
as you normally would

12:00pm 1o 1:00pm




PART 2: CREATE A MEETING I

Click on “Add conferencing”




PART 2: CREATE A MEETING I

Click on “Hangouts Meet”




PART 2: CREATE A MEETING I

Click “Save”. Every invite
will now include information
for the Hangouts Meet




PART 3;

JOINING THE MEETING




PART 3: JOINING THE MEETING I

When it's time to meet,
one guest from each location must
click on the meeting in order to be
connected to the group




PART 3: JOINING THE MEETING I

Then click on
“Join Hangouts Meet”...




PART 3: JOINING THE MEETING I

..or If you’re using a smartphone,
click “Join by phone”




PART 3: JOINING THE MEETING I

Click on “JOIN MEETING”

JOIN MEETING




PART 3: JOINING THE MEETING I

The group iIs now connected
and the meeting may begin




PART 3: JOINING THE MEETING I

EACH MEMBER OF THE GROUP CAN

Turn off the microphone




PART 3: JOINING THE MEETING I

Leave the call




PART 3: JOINING THE MEETING I

Turn off the camera




PART 3: JOINING THE MEETING I

Present to the group




PART 4:

TROUBLESHOOTING

(VOLUME, CAMERA, INTERNET)




PART 4: TROUBLESHOOTING-VOLUME I

If the microphone symbol is red,
the microphone is turned off




PART 4: TROUBLESHOOTING-VOLUME I

Click it once to turn
the microphone on




PART 4: TROUBLESHOOTING-VOLUME I

Click here to see
the volume adjuster




PART 4: TROUBLESHOOTING-VOLUME I

Scroll the volume
to the desired level




PART 4: TROUBLESHOOTING-VOLUME I

Verify that your speaker
IS connhected and turned on
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If the camera symbol is red,
the camera is turned off
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PART 4: TROUBLESHOOTING-CAMERA I

Click 1t once to turn
the camera on




PART 4: TROUBLESHOOTING-INTERNET I

Verify that your camera is
connected and turned on




PART 4: TROUBLESHOOTING-INTERNET I

Click here




PART 4: TROUBLESHOOTING-INTERNET I

Click “troubleshoot problems”




PART 4: TROUBLESHOOTING-INTERNET I

Most issues will be solved
by this process alone...




PART 4: TROUBLESHOOTING-INTERNET I

..If not, follow the prompts
until the issue is resolved




That’s it! You are now ready to use
Google Hangouts to host your meetings.




