How to Hangout (and Hangout on Air)

Link to this document: http://bit.ly/hangouthowto

Purpose: This document is meant to provide a “flipped” tutorial for using Hangouts. There are many different tasks outlined in
the tutorials, but the best way to learn this information is to actually use it and figure out your own uses for Hangouts.

Non-Purpose: This document will never be an all encompassing tutorial, and it will likely not change with every interface
change that happens within hangouts. What it will do, however, is provide a starting point for those who are interested in using
hangouts on a daily basis.

Background:
e This document was created using a couple tools for creating animated gifs. You can download them for free at:
o http://www.cockos.com/licecap/
o Snagit for Chrome
e You can find additional Hangout tutorial documents:
o Participating in a Hangout on Air: http://bit.ly/hangoutparticipate
o Using Hangout Messaging (instant chat). http://bit.ly/hangoutmessages
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Creating an Event from Google+

Step 1: Click on Events from the Google+ sidebar
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Step 2: Click on Plan a Hangout
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Step 3: Input the details of your event and Invite participants
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Step 4: Invite more people to your event

DENVER
|PUBLIC
| SCHOOLS

Biscover a World of Dpporhanify™

®

Search for people, pages, or posts +Benja... 1

K .

™ Events v Your events Find more events @ Hangouts

My Event Editevent ~ +1  Share event

@ Say something m Are you going?

Yes ~ +0 guests ~



Step 5: Share your event with people outside of Google+
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Running a Hangout:

Step 1: Click on your Hangout Link
If you are on time or just a bit late for the hangout, the link will look like this:
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If you are early and want to get the hangout set up for your participants, the link will look like this:

DENVER
lEéJH%lalL% Search for people, pages, or posts “ +Benja... 5ii P Share @

Bigtoder a World of Dppertusity™

™ Events v Your events Find more events @ Hangouts

My Event Editevent ~ +1  Share event

@ Say something m Are you going?

Yes +0 guests ~ k

n Beniamin Wilkoff updated the event 3:28 AM



Step 2: Invite any last minute participants
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Step 3: Set up your Audio/Video Settings
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Step 4: Set up any Hangout Apps you need.
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Adding a Lower Third to your Video

Step 1: Add the hangout toolbox app to your hangout
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Step 2: Input your title and upload logo (optional)

dc% Hangout Toolbox
® © B ® ©

About

@ Google+

Hangout Toolbox provides useful
applications to improve your Hangout
axperience.
Faor an even better experience
try Google Chrome
Version: 2.0.1
No one has been invited to this video call... | Invite people - ;
uppor

|'J.

(s]

Credits

& Moritz Tolxdorff
. Robert Pitt
Gerwin Sturm

Allen “Prisoner” Firstenberg

roee



Step 3: Turn your Lower Third On
Don't worry, it is supposed to look backwards to you. It will look correct to everyone else.
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Creating a Hangout on Air from Google+
Step 1: Click on Hangouts from the Google+ Sidebar
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Step 2: Click “Start a Hangout on Air"
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Step 3: Input the details of your Hangout On Air
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Step 4: Turn on Q&A (so participants can ask questions)
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Step 5: Invite Participants within Google+
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Step 6: Share with participants outside of Google+
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Step 7: Launch the Hangout on Air
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Step 8: Invite participants who are on the video portion

Invite guests

Your YouTube account is connected to your Google+ page or profile
This Hangout On Air will be broadcast on Google+ (by Benjamin Wilkoff) and on your

YouTube account (Benjamin Wilkoff).

Require guests to be 18+ to join this video call




Step 9: Start Broadcast
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Step 10: Use the Q&A App to answer questions
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Add a Uberconference bridge to your Hangout

Step 1: Add the Uberconference App
@ Google+

Your post has been shared.
Leave this window open so people can join this video Hangout.




Step 2: Invite/Call into Phone Conference and Turn on Recording (optional)
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Dial to connect to the hangout by phone
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