Attending a Meeting in Google Hangouts Meet

1. Receive an email with an invitation to attend a meeting online with Google
Hangouts Meet. Respond with Yes, No, or Maybe as to whether you plan to
attend the meeting.

2. On the day of the meeting, prior to the start time, join the meeting in one of
these two ways:
a. Google Calendar:
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b. Gmail:

You have been invited to the following event.

Test Meeting Invitation w/ Conference Call more details »
This is just a test.

When Mon Sep 2, 2019 3pm — 4pm Eastern Time - New York

Where Central Admin (map)

Joining info
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« janine brown@docoschools.org - organize:

Calendar Tracy Lane

- Tracy Lans

Going (tracy.lane@docoschools.org)? Yes - Maybe - No more options »

3. Make sure your settings are as you would like for the meeting before you join.
Click the microphone and video buttons to turn these features off and on as
needed. (As a general rule, | turn off my microphone when joining a large
meeting and only turn it on when | need to say something.)

4. Click the “JOIN MEETING” button.



t3¥Check your
settings for the
meeting. Turn off

pyour{camera and, Camera is off
microphone if
desired by clicking
them here.

classlink10Thelpguide

"J@H\] No one else is here
IVIEETING'
buttony

=1 (&

5. Participate in the meeting.
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