Google Hangouts Meet for Teacher Use

Google Meet can be used on a PC, MAC, Tablet or Phone. If you are going to be sharing your
screen during a session, it's recommended to use a desktop or laptop computer with a

microphone. Video is optional. .

There are Google Hangouts Meet apps for iOS and Android.

Launch the Chrome browser and sign into your Jerichoapps Account.

Go to meet.google.com

Start a Meeting

The teacher will start the meeting.

) 4  Join or start a meeting

Add a name for the meeting and click
continue.

Join or start a meeting

Enter the meeting code or nickname. To start your own meeting,
enter a nickname or leave blank.
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You'll see the live video, click Join Meeting.

The Add others window will open.

If students are going to join a live meet session,
Copy the session URL and Dial-in information
to paste in Google Classroom or the Remind
app to share with students. .

Students can join on any device with an
Internet connection or call in.

A microphone is required for students to speak
during the session.

Students do not have email accounts, so if you
use the Add people option, they won't receive
a notification to join the session.
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Once Meet is launched, click Join Meeting.
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Troubleshooting Audio/Video- click the three
dots for more options and select Settings.

Use drop-down menus to
chack selecled madia.
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Click the leave call - button when finished with the call.

Record Your Session (optional)

Click More * ’ Record meeting.

Wait for the recording to start.

Record meeting @

Change layout
Full screen

Turn on captions
Settings

Use a phone for audio

Report a problem

Help
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1 captions Present now

If you have participants in your session, get
their consent to be recorded.

Click Accept.

Ask for consent

Decline

Accept

Notice the Record button in the top left corner.

Once it appears it is recording you can begin
your session.




When you are finished with your session,
Stop recording
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Present Now: Share your screen with the ]

meeting. Participants will see what is on your
screen when you are presenting.

In the bottom-right corner, select Present now.

Select Your entire screen or A window.

Present

O ourentire screen

| = Awindow |

Present now@

To stop presenting:

Click Stop presenting in the meeting window.

Or in the bottom of your screen, you can also
click stop sharing.

You're presenting to everyone

meet.goagle.com is sharing your screen Stop sharing Hide

Chat with meeting participants

Click chat ™ (upper right corner).

Type a message and click the send icon

2\ People (1) M chat

You 10:37 AM
Hello

Notice that your recording will be saved in the
meeting’s organizer’'s Google Drive.

Click Stop Recording.

Stop recording this meeting?

The recording will be saved in Jackie Gilmartin's
Google Drive

Cancel Stop recording




Wait 10 or more minutes for the recording

file to be generated and saved to the BB eet Recordings
organizer’'s My Drive > Meet Recordings

folder.

An email with the recording link is also meet-recordings-noreply@googl..
sent to the meeting organizer and the [Bxternal Sender] efk-hgog-oq (2020-03-11 ..

. CAUTION: This email originated from outside
person who started the recording. :

Once the video is processed, it can be
shared through Google Classroom, email,
Remind, etc.



https://drive.google.com/drive/my-drive
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