Schedule and Run a Google Meet

Create a Meet in Google Calendar, invite participants, and use the meeting-room
controls.

Wolf Creek Public Schools - Technology Services

1. Create a Calendar event

Open Google Calendar, select the date and time, and create a new event. Add a clear meeting
title.
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2. Add Google Meet and guests

Select Add Google Meet video conferencing. Add individual guests or a Google Group, then
confirm the event date, time, and notification settings.

& My Dove - Googhe Drie % [ Well Creek Puske Scnoct -G x| ) My Deive - Googie Drive x| Q Men x|+
« C 0 @ calendargooghecom/calendarfeventedi Tab=oct e un B
B MM &GO B0 Rgis

% Test Meeting [ s | n =P

Mat 16, 2020 1100am to 1200pm Mar 16, 2020 Time zone y
[ Atday Does not repent L]
@  Addication AGS Quests !
O ©Q HagoutsMeet = X e
e s O v | O uedtom
mete ohess
j0  Motification = 10 mintes + X See guest kst
B  NedStak - @ -
[ Busy > Defsuttvistany = (3
= B B I YU E = k4
3. Save and send invitations
Select Save, then send the invitation email to guests. The Calendar event now contains the
meeting link and joining details.
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4. Join the meeting

Open the Calendar event and select Join with Google Meet. Check the camera and microphone
preview before selecting Join now.

M g @hies % [ X Q Maet . Test Masting .= M T % | B e 3 x|+ g X
20
= [ Calendar March 2020 Q@ @B we- = & (c |
F
17 18 19 20 21
X
S perces o enomauss s | pevcosom
Q .

US phone number so
long distance will apply

< <] < I3

aam g

5. Use the meeting controls

Use the bottom toolbar to mute or unmute the microphone, turn the camera on or off, raise your
hand, open captions, view chat, and see participants.
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6. Manage the participant view

Use the participant menu to pin someone for your own view when needed. Pinning only changes
what you see; it does not change the view for other participants.

Without pinning, unmuted
people may jump in and out of
the view.

7. Present your screen

Select Present now and choose a browser tab, a window, or your entire screen. Share only the
content participants need to see and stop presenting when finished.
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8. Use additional meeting options

Open More options for features such as recording when available. Tell participants before
recording and follow WCPS privacy requirements.

Microphone

Communications - Speakers (Veti Steren Mierophane) R
Dottt - Speakiers | Headphones (3 Fealtek Audio)

Speakers (Yeti Steres Microphone) (b58e- 5684,

Speakers | Headphones (3- Realtek Audic]

UZBESHO (2- NVICHA High Definftion Audic)

WKZT 764K (2- MVIDUA High Definition Auio)

9. End the meeting

Select Leave call when finished. If you are the meeting host, use End the call for everyone when
appropriate.

Need more help? Submit a Technology Services work order through Freshdesk.
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