ResponsiveEd

Google Meet: Meeting Options — Students

Last Update: 2024.09.25

This job aid describes the Google Meet options and features available to students.
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Joining a Google Meet
e There are several avenues through which students can join a u Google Meet event.

Google Calendar
Gmail

Google Chat
Google Classroom

O O O O

Google Calendar

e A Google Meet event can be joined through Google Calendar by clicking a scheduled Meet and then
clicking the Join Hangouts Meet link. If the user is unavailable to join by a computer, or similar device, the
phone and PIN number under Join by phone can be used to join the meeting by audio only.
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J W B X
® meeting
Monday, April 20 - 2:30 — 3:30pm
Q Join Hangouts Meet
meet.goagle_.com/jnm-uuya-yyg
X Join by phone
+1 963 PIN: 999
o) 2 guests
=
1 yes, 1 awaiting
\ﬁv Organizer
testgappsstudem@studems.responsiveed.com
f1 10 minutes before
Going? Yes No Maybe ~
Gmail
e A Google Meet event can be joined through an email sent to a student in Gmail. Click to open the email.
The Google Meet invitation will display. Click JOIN MEETING to join the Meet.
= M Gmail Q,  Search mail - @ Res o ‘
o- c 1-3tofal ¢ > A% o |
I- Compose ‘
% Test Admin (via . Happening now: * Test Admin is inviting you to a video meeting-  Test Admin is inv.. 3:13PM
J nbox . . . . ‘
(Class. New assignment: ""Test Assignment” - Hi testgapps, posted a new assign... Mar 25
% Starred |
Google Security alert - New device signed in to testgappsstudent@students.responsiveed.com Mar 18 o |
© snoozed
= Sent (Class. Class invitation: "Demo Class for Meeting” - Hi testgapps, (i @respon Mar 18
. Drafts Google Security alert - New device signed in to testgappsstudent@students.responsiveed.com Mar 17 +
¥ More Google Security alert - New device signed in to testgappsstudent@students.responsiveed.com 12119/19
L] testgapps N . q _ p
b ] Google Security alert - New device signed in totestgappsstudent@students.responsiveed.comy. 10/31/19
t Missed video call Google Security alert - New device signed in totestgappsstudent@students.responsiveed.comy. 10/9/19
Google Security alert - New device signed in totestgappsstudent@students.responsiveed.comy... 9/4/19
e The Google Meet invitation will display. Click JOIN MEETING to join the Meet.
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« 80 0 § & 0 ¢ B P 10f31

Happening now: RO Test Admin is inviting you to a video meeting  inbox x

RO Test Admin (via Hangouts Meet) <meetings-noreply@google.coms 3:13 PM (3 minutes ago) ykg -

tome ~

Q Meet

RO Test Admin is inviting you to join a video meeting happening

now
No one else is in this call
JOIN MEETING
meet.google.com/t
Dial-in: (US) +1 407~ PIN: 287
& Reply » Forward

Google Chat

A Google Meet can be joined by the student upon an invitation by a teacher in the teacher’s Google Chat
window. Click Join video meeting to join the Meet. Google Meet will open in a new window, enabling the

student to join the Meet, after the teacher has joined.

Note: Google Chat is unavailable for some campuses and students, therefore this option may not be
available.



ResponsiveEd

Job Aid

i - 16 mins e

Video meeting

Google Meet

o Join video meeting

° Message

TODAY

T

2006

Google Classroom

F

A Google Meet can be joined through Google Classroom. There are two avenues in Classroom that
allow students to have access to Google Meet sessions.

o From the Stream page.

o From the Classwork page

rom the Stream page

When a Google Meet is set up in Classroom, the link automatically displays on the class’ Stream page
heading. The meeting can be joined by clicking the link.
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= US History Stream Classwork People HH o

US History

Meet link https://meet.google.com/lookup/bd5fSnp7j7 Q

Upcoming [ ] Share something with your class.

Woohoo, no work due soon!

View all
E‘ posted a new assignment: Causes of the Great Depression Essay
Feb 3
E posted a new assignment: Theodore Roosevelt Quiz
Jan 7 (Edited Jan 23)

e |[f the Meet link is added to an Announcement, the link will be visible in the Announcement on the
Stream page. Students can join the meeting by clicking on the link in the Announcement.

= Us History Stream Classwork People B °
Upcoming ® | share something with your class...
()
Woohoo, no work due soon!
View all
E‘ posted a new assignment: New Assignment
4:02 PM
* 12:25PM
Please attend meeting.
Class video meeting
https://meet.google.com/loo...
[ 3
@ & B

e If the Meet link is added to an Assignment, the link will be available when the Assignment is viewed. The

link in the Assignment is not viewable on the Stream page. Students must open the Assignment to
access the Meet link.
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= Us History Stream Classwork People

US History

Meet link https://fmeet.google.com/lookup/b2irdpyofv Q

Upcoming [ ] Share something with your class...

Woohoo, no work due soon!

View all

posted a new assignment: New Assignment

4:02PM

* 12:25 PM
O]

Please attend meeting.

o

will be visible and students can join the meeting by clicking the link.

= US History
. 100 points
New Assignment
* 402 PM
Class video meeting
https://meet.google.com/lookup..
Class comments
[ ]
® B

Your work Assigned

+ Add or create

Private comments

= B

When the Assignment is clicked on the Stream page, the Assignment window opens. The Meet link
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From the Classwork page

o If the Meet link is pasted into an Assignment, the link will be visible from the Classwork page when the
Assignment is clicked. The Assignment will expand, revealing the Meet link. Students can join the
meeting by clicking on the link in the Assignment.

= US History Stream Classwork People HH o
@ View your work K Meet E Google Calendar [} Class Drive folder
All topies Theodore Roosevelt Quiz Due Jan 20
The Civil War
New Assignment No due date
U.S. Presidents

Posted 4:02 PM

The Great Depression Assigned

Colonial America . .
Class video meeting
https://meet.google.com/loo
The U.S. Constitution

View assignment

The Civil War

|'§| The Emancipation Proclamation Due Jan 31

Joining the Meet

Note: Google Meet needs to be used within Google Chrome so that all features are available.

e |f this is the student’s first Google Meet, a dialog box will appear in the upper left hand corner requesting
access to the device's camera and microphone. Click Allow.

o If Block is selected, the student will not be able to communicate with the rest of the meeting
participants.

meet.google.com wants to

M@ Show notifications

e Once access has been granted, students will be on the Meeting home page. From here, the camera or

microphone can be turned on or off, or the screen can be presented. Click here for more information about
using the camera and microphone.
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L# Meet

[_'f‘, Check your audio and video

Camera is off

(@students.responsiveed.com
Switch account

Meeting

isin this call

Join now Present

R2 Join and use a phone for audio

SJ Cast this meeting

e |[f either the microphone or camera could not be detected by the device, or have been manually turned off
by the student, the button(s) for the missing microphone or camera will be indicated as red.

o If the microphone is red and is not detected on a Chromebook, check two things.

m Make sure the microphone is turned on in Google Meet. Click the microphone icon. If the
microphone is turned off in the software, the red icon will turn white and the microphone will be

activated.

m  Make sure the volume is not turned off on the Chromebook. The Chromebook volume keys are
located in the top row of the keyboard. The second key from the right increases the volume. The
third from the right decreases the volume. The fourth from the right is the mute key, and turns off the
volume. Make sure the volume is not muted or turned down so much that the microphone won’t

work.

-

shift
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o If the camera is red and is not detected on a Chromebook, check two things.

m Make sure the camera is turned on in Google Meet. Click the camera icon. If the camera is turned
off in the software, the red icon will turn white and the camera will be activated.

m Make sure the camera is not blocked on the Chromebook. The Chromebook camera is located
along the center top of the Chromebook frame. Make sure nothing is in the way of or blocking the

camera.

Welcome

Recent  Starred

e Once the student has joined the meeting, several options are available across the bottom of the screen.

Google Bottom Bar Options

e Google Meet has several optional controls in the bottom bar located across the bottom of the Meet screen.
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Turn On/Off Microphone

e The Turn on/off microphone icon allows students to turn the microphone on when speaking or off when
not speaking.

o Click the Off icon (red with a line through the microphone) to turn the microphone on.

Turn on microphone (& + d)

VN B2 & @

o Click the On icon (gray) to turn off the microphone.

Turn off microphone (8 + d)

I B M @

Turn On/Off Camera

e The Turn on/off camera icon allows the student’s camera feed to be turned on or off in the meet.

o Click the Off icon (red with a line through the camera) to turn the camera on.

Turn on camera (3 + e)

LN E M@

o Click the On icon (gray) to turn off the camera.

Turn off camera (ctrl + e)

YN olB & @

Turn On/Off Captions

e Turn on/off captions provides speech integration technology in Google Meet.

Turn on captions (c)

YN B M@
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o Turn on captions allows captions to be displayed across the bottom of the screen based on what is
spoken during the session.

Note: Captions do not record when the meeting is being recorded.

%‘% You

The microphone has now turned on.

¢+ O o =

o When captions are enabled they can be disabled by clicking Turn off captions.

Turn off captions (c)

¢+ WO o =

Raise/Lower Hand

e Clicking Raise hand allows students to see that the user wants to speak.

Raise hand

g N 3B (M@

o When a Meet participant clicks Raise hand, the icon will display on each student’s screen.
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o When Raise hand has been enabled, it can be disabled by clicking the Lower hand icon. If the host
lowers the student’s hand, the student will receive a notification.

Lower hand

¢+ ® =2 |

Present Now

e Present now allows the student’s screen to be presented to all participants. Presenting in the Meet
session is discussed further in the Presenting to the Meet Audience section.

Present now

N B O(E™

More Options

e The More options button next to Present now in the bottom right-hand corner of the screen offers more
options for Google Meet.

More options

N B O3

e When clicking the More options button, the More options drop-down menu displays.
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Cast This Meeting

Cast this meeting

Whiteboard

Open a Jam

Change layout

Full screen

Apply visual effects
Turn on captions

Use a phone for audio

Report a problem
Report abuse
Troubleshooting & help

Settings

Google Meet allows students to stream meetings to Cast-enabled TVs or displays, while still using the

camera and microphone from their computers. Casting a meeting is discussed further in the Casting a

Meeting section.

Whiteboard

The Whiteboard option allows Meet to function as a digital whiteboard, allowing students to communicate

with one another by sketching ideas and saving them for viewing on other devices. For more information
about the Whiteboard option, see the Whiteboarding section.

Change Layout

Change layout provides options for the layout of the screen when using Google Meet.
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Change layout X

Selection is saved for future meetings

3
O Auto t
® Tiled
O Spotlight

O Sidebar

Tiles
Maximum tiles to display, depending on window size.

i — L

o Auto lets Meet choose the layout.

o Tiled will show from 6 to 49 participants on the screen at one time. Move the slider bar at the bottom of
the Change layout window to change the number of tiles shown in the Meet window. Slider
adjustments are specific to each meeting, so the number of tiles will be reset between each meeting.
Additionally, the tile layout is dependent on the size of the meet window, so fewer tiles may display if the
meet window is minimized.

Change layout X

Selection is saved for future meetings
3
O Auto
T
@® Tiled
O Spotlight

O Sidebar

Tiles
Maximum tiles to display, de@ng on window size.

o With Spotlight, the presenter or active speaker fills the entire screen.
o Sidebar displays the active speaker or presentation with participants on the side.

Full Screen

e Full Screen displays the presenter or active speaker on the entire computer screen.
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Apply Visual Effects

e Apply Visual Effects lets students add backgrounds to their images that display on the Meet screens from
a collection of provided images. Additionally, students can blur the backgrounds of their camera feed while

preserving their central image. Selecting Apply Visual Effects displays the Effects panel.

Effects X

Your camera is turned off. Selecting an

effect will turn it on.

No effect & blur

At b
e .

(o™ 8
i ’ \
=, ¢
?‘I )

o If the camera is turned off, the top left button will be highlighted and the image window at the top of the
Effects panel will not show an image.
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o The background of the student's camera image that appears in the Google Meet window can be
slightly blurred by clicking the Slightly blur your background button.

o The background of the student’s camera image that appears in the Google Meet window can be

Effects X

Your camera is turned off. Selecting an

effect will turn it on.

No effect & blur

Effects X

No effect & blur

Backgrounds

+

significantly blurred by clicking the Blur your background button.
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Effects X

No effect & blur

Backgrounds

-. | (0) (i) N0)

o The background of the student’s image that appears in the Google Meet window can be changed from
the camera image to an image chosen from Meet’s background image library. The new background
image replaces the camera background while retaining the student’s foreground image. Click the button
of the new background to apply the background. The new student image will display in the large image
window on the Effects panel.

No effect & blur
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Captions

e Captions provides speech integration technology in Google Meet. Turning on captions is discussed further
in the Turn on/off captions section. To learn more about caption languages and caption translations, see the
Caption Language and Translation section.

Use a Phone for Audio

e Use a phone for audio allows the user to speak and listen with their phone in a Google Meet meeting,
while still viewing the video of the meeting on their computer. How to use a phone for audio is discussed
further in the Using a Phone for Audio section.

Troubleshooting & Help
e Troubleshooting & help provides students with help troubleshooting different problems that may occur
when joining Meet sessions and help improving the quality of the sessions. The Troubleshooting & help

window displays two tabs.

o Troubleshooting tab
o Helptab

Troubleshooting & Meeting pek-sagk-zkg X
help

“/> Network stability

J@ Troubleshooting RECOMMENDATIONS

@ Help é If you're using Wi-Fi, try moving closer to your router

R Avoid activities that heavily use your internet connection

CONNECTION DELAY @
High values or large variations may reduce call quality

600 ms
450 ms
300 ms
150 ms

0ms
9:01 AM 9:02 AM 9:03 AM 9:04 AM 9:05 AM

Is this helpful? B on

(#) System load

RECOMMENDATIONS

D Close browser tabs you don't need
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e The Troubleshooting tab provides recommendations and information concerning performance issues.

o Network stability monitors the connection delay which measures the time it takes the network to send
audio and video information to the cloud and back. Large variations or values above 300 ms may
reduce call quality.

o System load monitors the total usage of the student’s CPU. Since everything running on a computer
shares the same CPU, high usage of the CPU can result in a loss of audio and video quality during the
Google Meet.

Troubleshooting & Meeting pek-sagk-zkg X
help

“}> Network stability

@ Troubleshooting

RECOMMENDATIONS

@ Help é If you're using Wi-Fi, try moving closer to your router

FR Avoid activities that heavily use your internet connection

CONNECTION DELAY @
High values or large variations may reduce call quality

600 ms
450 ms
300 ms
150 ms

0ms
9:01 AM 9:02 AM 9:03 AM 9:04 AM 9:05 AM

Is this helpful? m on

(#) systemload

RECOMMENDATIONS

[ cClose browser tabs you don't need

e The Help tab allows students to search for articles that can be helpful for troubleshooting. Some articles
are listed in the tab for immediate viewing, while others can be searched by using the Search Help Center
field.
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Troubleshooting &
help

'@\ Troubleshooting

@ Help

Q_ Search Help Center

HOW TO USE MEET

|E| Present during a video meeting
E Record a video meeting

|E| Live stream a video meeting

|E| Change your background

TROUBLESHOOT ISSUES WITH MEET

|E| Present your screen & camera issues
[Z] video and audio quality

E Requirements for using Meet

See all help articles

Community

Google Meet also provides Troubleshooting notifications to help students with troubleshooting and

quality issues. Three types of notifications are used in Google Meet.

o Gentle notifications display when Google Meet detects a performance issue that is affecting call
quality. A notification bubble describing the issue will appear along with a red dot on the More options
menu. The red dot indicates there is more information about the issue in the Troubleshooting & help

section of the More options menu.

Your internet connection is
unstable. Get help here if you're

having problems.

o Tailored troubleshooting recommendations provides students with personalized recommendations
for how to improve the quality of their Google Meet sessions.

v

Plug in your charger




ResponsiveEd

Job Aid

O

Quick actions provides students with options to make one-click changes that can quickly reduce Meet

resource consumption.

Settings

Settings allows the Audio, Video, and Captions settings to be changed in Google Meet.

0

o Use spotlight layout

Settings

Audio
[k video

El Captions

Microphone

Mi hone is off
Default - MacBook Pro Microphone (Built-i... lerapnone s o

Speakers

Default - MacBook Pro Speakers (Built-in) IﬂD Test

Audio settings can be changed for the Microphone and Speakers used in the session by clicking the
Audio tab on the left side of the Settings window.

o

Microphone allows the microphone device used for the session to be selected by clicking the arrow to

reveal the drop-down menu.

Noise cancellation allows a filter to be added to the audio that removes sound that isn’'t speech from
the audio. This feature is not available at this time.

Speakers allows the speaker device used for the session to be selected by clicking the arrow to reveal

the drop-down menu.

Settings

Audio

[k video

E' Captions

Microphone

Mi hone is off
Default - MacBook Pro Microphone (Built-i... iefophone s o

Speakers

Default - MacBook Pro Speakers (Built-in)

&) Test
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Video settings can be changed for the Camera used in the session as well as the resolution of the images
in the session by clicking the Video tab on the left side of the Settings window.

O
O

Camera allows the camera device used for the session to be changed, if a camera is used.

Adjust video lighting allows the camera to automatically adjust the lighting for the video when the

lighting conditions are poor. Click the slider to on to activate the feature.

Send resolution (maximum) allows the maximum resolution of the image coming from the
participant’s device to be set.

Receive resolution (maximum) allows the maximum resolution of the image coming into the
participant’s device to be set.

Settings

Audio

[k Video

[t Captions

Camera

No camera found

Adjust video lighting

Makes it easier to see you when your lighting is
poor

Send resolution (maximum)

Auto

Receive resolution (maximum)

Auto

No camera found

@

Caption settings can be changed for the Meet session by clicking the Captions tab on the left side of the
Settings window. From these settings, the caption language can be determined and translated. For more
information about caption language, see the Caption Language and Translation section.

Settings

Audio
[k video

EI Captions

Captions

Select the language people will use in the
meeting. Captions will be displayed in this
language except when translation is turned on.

English

Translated captions

Currently, only English is supported as the
meeting language for translations. If you speak
another language, captions will be inaccurate or
not appear.
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Leave Call

e Click the Leave Call button to leave the Meet session.

Leave call

oo

Meeting Details

e Details of the Meet session can be displayed by clicking the Meeting details icon.

Meeting details
1

2 B %

e After clicking the Meeting details icon, the meeting information (Meeting link, conference phone number,
and PIN number) displays. This can be copied and pasted to others who were not originally included on the
meeting invitation.

Meeting details X

Joining info

https://meet.google.com/
Dial-in: (US)-
PIN:

More phone numbers

LD Copy joining info

Google Calendar attachments show up here

Note: The meeting invitation will include any attachments needed for the meeting.

Show Everyone

e The Show everyone icon shows a list of all the Meet participants. Using the Show everyone list is
discussed further in the Viewing the Participants section.
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Show everyone

1

Ol & B &

Chat with Everyone

e The Chat with everyone icon allows the Meet participants to send a message to all the participants of the

Meet session. Using the Chat with everyone icon is discussed further in the Sending Messages in Meet
through the Chat with everyone Icon section.

Chat with everyone
1

®© &8 | &

Activities

e The Activities icon allows Meet hosts to add participants to breakout rooms, take polls, ask questions,

record sessions, and whiteboard collaboration. For more information see the Using the Activities Section.

Activities

SRR

Viewing the Participants

e The participants of the meeting can be viewed three ways.

Thumbnail Mode

e The participants can be viewed through Thumbnail mode, which are indicated by the circles containing a

participant’s photo, initial, or selected graphic. Thumbnail mode displays only when the participant's
camera is turned off.
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Change Layout Views

e Participants can additionally be viewed through the optional layout view found in the Change layout
options found in the More options list. See the Change Layout section to see the various layout options for
viewing participants.

People List

e The participants can also be viewed through the People list, which is accessed by clicking the People icon
in the upper right portion of the Meet screen. A list of all the participants, with their names, will display in a
list on the right side of the Meet screen.
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People

2+ Add people

IN CALL

[
*

Caption Language and Translation

e The caption language controls can be accessed through the Settings window. As participants speak, Meet
uses speech integration technology to display what is spoken as captions. The captions will only display on
the user’s screen. There are two different caption settings.

o Turning on captions and choosing the caption language
o Turning on translated captions and choosing the translated caption language

Settings X
Captions e

Select the language people will use in the

Audio

meeting. Captions will be displayed in this

[ video language except when translation is turned on.
[Ec] Captions
English
Translated captions e

Currently, only English is supported as the
meeting language for translations. If you speak
another language, captions will be inaccurate or
not appear.
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Captions

e Captions, when turned on, allows users to select the language in which the captions will display. Click the
LANGUAGE OF THE MEETING drop-down menu, which defaults to English, and select the language that
will be used in the meeting. The captions will display in the selected language.

Settings X

o

Select the language people will use in the
meeting. Captions will be displayed in this

Audio

D Video language except when translation is turned on
[Eg captions
English
French
German (—]

Portuguese (Brazil)

Spanish (Mexico)

not appear.

o In addition to the captions running across the bottom of the screen, the caption, with the caption
language, is indicated by hovering the cursor over the bottom right of the Meet screen to reveal the
caption language indicator. To the left of the language is the Settings icon, which redirects the user
back to the Caption section of the Setting window.

€3 English
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Translated Captions

e Each individual user can set the captions to be translated into a language different from the language of the
meeting by clicking the TRANSLATE TO drop-down menu and selecting a language to which the caption
will be translated.

Settings X
Captions Q
Audio . :
Select the language people will use in the
meeting. Captions will be displayed in this
O« video language except when translation is turned on.
[ Captions
English
I Translated captions I Q

Currently, only English is supported as the
meeting language for translations. If you speak
another language, captions will be inaccurate or
not appear.

French
German
Portuguese

Spanish

o The translated captions run across the bottom of the screen. If nothing is being spoken, the translated
caption can be indicated by hovering the cursor over the bottom right of the Meet screen to reveal the
caption language indicator. To the right of the translation language is the Settings icon, which redirects
the user back to the Caption section of the Setting window.

Okay, das Treffen beginnt gleich.

DEO o




ResponsiveEd Job Aid

Presenting to the Meet Audience

e The student’s screen can be presented to all attendees by clicking Present now.

Present

Your entire screen

A window

Atab
Best for video and animation

e There are three ways to present to an audience.

o Your entire screen: WWhen sharing the entire screen, the student will be able to move from
window-to-window or tab-to-tab with the audience. Select the screen to be shared and click Share.

Share your entire screen

Chrome wants to share the contents of your screen with meet.google.com.

Cancel Share

o A Window: With this option, an open window can be chosen for sharing. Select the window to be
shared and click Share.
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Share an application window

Chrome wants to share the contents of your screen with meet.google.com.

€ Meet - € Google Meet: Outside...

Cancel Share

o A Tab: If this option is chosen, a tab opened in Chrome can be chosen for sharing. Select the tab to be
shared and click Share.

Share a Chrome tab
Chrome wants to share the contents of your screen with meet.google.com.
Lr Meet -
-
E ResponsiveEd - Calendar - Week of May 30, 2021
a Google Meet: Outside Users - Google Docs
L. Google Meet - IS - SIS Trainers - Google Drive
™ Inbox - - ResponsiveEd Mail
Share audio Cancel Share

Note: If the student moves to a different tab or window the audience will not move to the same tab or
window.

e To stop sharing, click the Stop Presenting located in the right corner of the screen.

You're presenting to everyone Stop presenting
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Using the Show Everyone List

The Show everyone icon displays a list of the students and the teacher in a Meet session. From this list

several participant-based functions are available.

Select the Show everyone icon in the upper right of the Meet screen.

Show everyone
1

Ol & B &

The People panel opens on the right side of the Meet screen.

2+ Add people

IN CALL

* %

o (You) & El

People X

The People List panel consists of two sections.

o

o The In Call List, which displays the name of each Meet participant

People

X

2+ Add people

IN CALL

o (You) Y R
*

The Add people option, which allows students to invite others to participate in the Meet session.
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Add People

The Add People option allows students to invite people to the Meet session after it has begun. This

invitation can be offered two ways.

o

People X
2+ Add people

IN CALL

0 (You) Y A/
* %

Invite by email allows students to invite prospective participants to the session by email. Click the
Enter name or email field to enter an email address, or click on an email from the Suggestions list.

Add people

2+ Invite

Enter name or email

Suggestions

[}

R call

m A message will display showing the message that is being sent. Click the Send email button to

send the email.
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Add people X

2F Invite R Call

* x|
Suggestions

Sending email as (via Google Meet) <meetings-
noreply@google.com>

< .responsiveed.com>
is inviting you to join a video meeting happening now

o Invite by phone call allows students to invite prospective participants to the session by phone call.

Click the Enter a phone number field to make the phone call. Then click on the Call button.

m  Google Meet will dial the number. Click the red Hang up button to end the call.

Add people X

2 Invite R Call

Calling...

wan
ITr
1
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The In Call List

e The IN CALL list displays a list of all the participants of the Meet. Each student in the call will display first in
their own IN CALL lists. Several options are available.

IN CALL
o % A
» ¥

e The student’s unmuted status is indicated in the IN CALL list by the blue three dot icon. The status cannot
be changed in the IN CALL list by the participant. It must be changed by the student with the Turn on
microphone/Turn off microphone button on the Meet screen.

IN CALL

o S &
» %

e When the student is muted the status is indicated in the IN CALL list by Turn on microphone icon.

IN CALL

o x| &
» Y

Pinning

e Students can pin a participant on the IN CALL list. Pinning makes that participant the only person
displaying on the screen. Clicking the Pin icon next to a host name pins the host to the screen.
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IN CALL
& “
Pin to screen
» % :

e Clicking the Pin icon again will Unpin the host.

IN CALL

o

» N

Other Participants

e Students can’t mute or unmute other students, only themselves. Hosts can mute anyone in the Meet
session, but students must unmute themselves. In the IN CALL list, the mute or unmute icon is used to
indicate the status of the other students — whether they are muted or not.

IN CALL
o % B
» W ¢

You can't unmute someone else

e There is one action students can take with other students. Click the More actions three-dot icon to see the
action students can take with other students.
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IN CALL

° %

n
: <[]
| More actions |

More actions

o Students can pin other students to the screen to make that student the only person displaying on the
screen. Select Pin to Screen from the More actions button drop-down menu to pin another student.

IN CALL

o O

4 Pin to screen

o Select Unpin from the More actions button drop-down menu to unpin the student.

IN CALL
° % 8

\1 Unpin

Sending Messages in Meet through the Chat with Everyone Icon

e Students can also send messages to the other students while in the meeting. Click the Chat icon in the
upper right portion of the Meet screen.

Note: The Chat function will not be available as an option if the teacher has turned off the ability for students to
send messages in Google Meet.
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Chat with everyone
1

® &8 |

e The In-call messages window opens. A message can be entered in the Send a message to everyone
field at the bottom of the window. The message will be visible to all students and will display in the area of
the window above the Send a message to everyone field. All participant responses or chats will appear in
order, in the same area.

In-call messages X

Messages can only be seen by people in the call and
are deleted when the call ends.

o A message can be entered in the Send a message to everyone field at the bottom of the window. Click
the arrow to send the message.

Helld >

o The message will be visible to all students and will display in the area of the window above the Send a
message to everyone field. All participant responses or chats will appear in order, in the same area.
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In-call messages X

Messages can only be seen by people in the call and
are deleted when the call ends.

Using the Activities Section

e The Activities icon allows Meet participants to record sessions and collaboration on whiteboards. Click the
Activities icon to access the Activities options.

Activities

e The Activities panel displays. The panel contains four activities. Only the Recording and Whiteboarding
options are available for participants. The other three activities are controlled by Meet hosts.
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Activities

Breakout rooms

Split into smaller group discussions

Polls
Get a quick pulse of the audience

Q&A

Give everyone an easy way to ask questions

Whiteboarding

Collaboratively brainstorm and sketch ideas

Breakout Rooms

Hosts can divide their participants into smaller groups by using the Breakout Rooms function. This activity

is only available to the meeting host.

Activities

Breakout rooms

Split into smaller group discussions

Polls

Get a quick pulse of the audience

Q&A

Give everyone an easy way to ask questions

Whiteboarding
Collaboratively brainstorm and sketch ideas
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Polls

e Hosts can create Polls that participants can take in a Meet session. This activity is only available to the
meeting host.

Activities X

Breakout rooms

Split into smaller group discussions

-a Polls

Get a quick pulse of the audience

) Q&A

Give everyone an easy way to ask questions

« Whiteboarding
Collaboratively brainstorm and sketch ideas

Q&A

e Hosts can enable participants to submit questions to be answered during Meet sessions. This activity is
only available to the meeting host.

Activities X

proy Breakout rooms

Split into smaller group discussions

ﬁ Polls

Get a quick pulse of the audience

~ Q&A

f . .
. Give everyone an easy way to ask questions

« Whiteboarding

Collaboratively brainstorm and sketch ideas
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Whiteboarding

e Students can join Jamboard sessions through the Whiteboarding activity. Click Whiteboarding in the
Activities panel to access the Whiteboarding panel.

Activities X

o« Breakout rooms

Split into smaller group discussions

.a Polls

Get a quick pulse of the audience

9 Q&A

Give everyone an easy way to ask questions

« Whiteboarding

Collaboratively brainstorm and sketch ideas

e The Whiteboarding panel displays.

& Whiteboarding X

£ Start a new whiteboard

@ Choose from Drive

A link to the Jam will be sent to everyone in
the call.

JAMBOARD FILES
(¢ - Jun 2, 2021

¢ Jam
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e Click the Start a new whiteboard button to create a new Jam. Clicking the button opens up the Google
Jamboard app.

< Whiteboarding X

2 Start a new whiteboard

@ Choose from Drive

A link to the Jam will be sent to everyone in
the call.

e Click the Choose from Drive button to open an existing Jam.

&  Whiteboarding X

2 Start a new whiteboard

@ Choose from Drive

A link to the Jam will be sent to everyone in
the call.

e All opened Jamboard files will display in the JAMBOARD FILES section of the Whiteboarding panel.
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< Whiteboarding X

z Start a new whiteboard

@ Choose from Drive

A link to the Jam will be sent to everyone in
the call.

JAMBOARD FILES

(] ) - Jun 2, 2021

(¢ ] Jam

Casting a Meeting

e Google Meet allows students to stream meetings to Cast-enabled TVs or displays, while still using the
camera and microphone from their computers.

Casting After a Meeting has Started

e Click the More button, and select Cast this meeting from the More menu.
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Cast this meeting

rA
LJd

4R Y

[

Whiteboard

Open a Jam

Change layout
Full screen

Change background

Captions
Off

Use a phone for audio

Report a problem

The Cast tab displays, showing a list of available cast-ready devices.

g 0 40 4d 0

=

Cast meet.google.com

Available

Office TV

Available

LahvicTech
Available

Left Projector TV
Available

Right Projector TV
Available

Office speaker
Available

[LG] webOS TV UN7070PUA
Available for specific video sites

Vizio_D50-E1

Avimilobnlo For s miFim idem mites

Sources ¥

X

Click a cast-ready device to enable the casting to begin.
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Cast meet.google.com

Available

Office TV
Available

LahvicTech
Available

Left Projector TV
Available

g|(ao|ago 4O 0O

Right Projector TV
Available

Office speaker
Available

[LG] webOS TV UNTO70PUA
Available for specific video sites

Vizio_D50-E1

Aunilahla far cnmnifio widam citae

Sources ¥

e The selected device indicates the casting has begun. If the device has been selected in error, the device
can be immediately clicked and turned off.

Cast meet.google.com

Available

Office TV
Available

LahvicTech
Available

Left Projector TV
Stop casting

0d|®|d a 0O

=

Right Projector TV
Available

Office speaker
Available

[LG] webOS TV UN7O7OPUA
Available for specific video sites

Vizio_D50-E1

Avimilablo fme s mifim caisdnm siten

Sources ¥

e Once the casting has begun, it can be ended by accessing the More menu and clicking Stop casting

meeting.
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Stop casting meeting

7|

£ Whiteboard

)pen a Jam
OF  Change layout
L Fullscreen
767  Change background
[c5]  Turn on captions

%2 Useaphone for audio

D Report a problem

e At the bottom of the Cast tab is the Sources drop-down menu which defines what is cast on the cast-ready
device. The drop-down menu allows three options to be cast to the cast-ready device.

o Cast tab, the default setting, casts the open tab on the casting student’s computer.
o Cast desktop casts the desktop on the casting student’s computer.
o Cast file opens a browse window to locate a file that can be cast from the casting student’s computer.

X
Cast meet.google.com

Available

LahvicTech
Available

Left Projector TV
Available

Right Projector TV
Available

g 0 0 4

Office speaker
Available

65" TCL Roku TV
Available for specific video sites

Vizio_D50-E1
Available for specific video sites

Vizio_D50-E1

Availakla far rmaeifie uidan citae

Sources

+ Cast tab
Cast desktop
Cast file
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Casting Before a Meeting has Started

e Before joining the Google Meet session, click the Cast this meeting link below the Join now button.

[ Check your audio and video

No camera found

Stand Up

No one else Is here

Join now [*] Present

%3 Join and use a phone for audio

5] Cast this meeting

e The Cast tab displays, showing a list of available cast-ready devices. Select a cast-ready device to enable

the casting to begin.

Cast meet.google.com

Available

Office TV
Available

LahvicTech
Available

Left Projector TV
Available

Right Projector TV
Available

g 0 O 0 04

Office speaker
Available

[LG] webOS TV UNTO70PUA
Available for specific video sites

Vizio_D50-E1

Avnilabla far cnnnifie vidan citoe

Sources

e Then, click the Join now button to join the Google Meet session. The casting will begin.
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[ Check your audio and video

No camera found

Stand Up

No one else Is here

| m Fresent

%% Join and use a phone for audio

%] Cast this meeting

End the casting by accessing the More menu and clicking Stop casting meeting.

Stop casting meeting

® 06 & B R

&

Whiteboard
Open a Jam

Change layout

Full screen

Change background

Turn on captions

Use a phone for audio

Report a problem

Report abuse

Troubleshooting & help

Settings
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Using a Phone for Audio

e Use a phone for audio allows students to speak and listen with their phones in Google Meet meetings,
while still viewing the video of the meetings on their computers. This can be accomplished two ways.

Note: Use a phone for audio is intended for students to join a Meet session with external audio, such as a
phone, and would not be necessary if the session is joined through a Chromebook or laptop camera and
microphone. Additionally, while students who use this function can only join the Meet session with an external
audio call, and not an external video call, they will not be able to see any presentation or participate as they
would be able to if they joined through a Chromebook or laptop with a camera and microphone.

Note: Use a phone for audio is only available when students have permission to participate in the Meet
session by either accepting an invitation to the session or joining the session after receiving direct permission
to join from the teacher.
o Google Meet can be set up to dial a student’s phone by the following actions.
1. Depending on whether a meeting has already started, choose an option
a. Ifthe meeting is already started, click the More button and select Use a phone for audio.
b. If the meeting has not started, go to meet.google.com, select the meeting, and click Join and
use a phone for audio.
2. Select the Call me tab.

3. Enter the student’s phone number in the Enter a phone number field.

4. If desired, the phone number can be saved for future meetings by clicking Remember the phone
number on this device checkbox.

5. Click Call me at the bottom right of the window.

6. Press 1 on the phone when prompted.

Call me Dial in

Meet calls your phone so you can use it to listen and speak to
the video call. When you answer the call, press 1 to connect to
the call.

Select your country and enter your number

Country Phone number

=

D Remember the phone number on this device
Don't use on a public device

Dismiss
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O

If the student is in a different domain than the host, or was not invited to the meeting, the student must
dial in to the meeting. Someone in the meeting may have to approve the dial-in.

1. Depending on whether a meeting has already started, choose an option
a. Ifthe meeting is already started, click the More button and select Use a phone for audio.
b. If the meeting has not started, go to meet.google.com, select the meeting, and click Join and
use a phone for audio. Someone in the meeting may have to approve the dial-in.
2. Select the Dial In tab.
3. Select the country for the local dial-in number, if available.

4. Dial the number on the user’s phone.

5. Enter the displayed PIN and then the phone humber when prompted.

Call me Dial in

Use your phone to listen and speak to the video call.

Country

United States

On your phone, dial:
+1

Enter this PIN when prompted:
#
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