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The following services allow you to conference and chat online
with audio, video and even screen sharing. These are
commercial services hence have some limitations on creation
of meeting, number of user who can join a meeting.

Google meet -

Allows 250 participants for video conference, requires login to
create a meeting . It can be broadcasted to around 1,00,000
viewers.

To create a meeting in google meet one requires an
email account running on G-Suit.

(If the email service for your organisation powered by
gmail then you are a G-Suit member)

Google Hangout -

Allows 25 participants for video conference and 150 for text,
requires a gmail account.



NOTE: To create a meeting in meet.google.com one needs to

G OOQ Ie M eet have an G Suit account. If the email service of any of the

organisations you are a part of run on a gmail like platform

Sta rting / JOining a Meeting then they are most likely using G Suit.
(Computer Browser) e.g. if you are an IEEE member you are eligible for creating a

@ieee.org email id which is powered by G-Suit. We will be
using an ieee.org id as an example

Browse to meet.google.com Any one can join a meeting.

You will have to sign-in to a GSuit
Q Mee: a:s8PM - Sat Mar 21 & n based email it. Click on sign in to
login

To Join a meeting click on the green bar and a
popup will show up to enter the meeting ID

[E] Jseamssting code
You're nct logged in adts an sccoamt that car ttart 3 Yew mdeting

Lexnmere

If you are not logged in to a G-Suit based
account or logged in with a google account you
will only be able to join a meeting using the
meeting code.

VWONg 1000INer « NrQLNe + QCOBID



http://meet.google.com
http://ieee.org
http://meet.google.com
http://ieee.org
http://meet.google.com
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Once you click on Sign In you will re redirected When you clicked next, you will be redirected to

to the google page were you have to enter you the login page of your organisation.
G_Suit ID,

In this example we are sent to the ieee.org page
In this example we are using an ieee.org id

IEEE - Sign in to access the secure content

Google
Sign in ET
Use your Google Account Emall address:
0"'."'.@|m_°m
e si@leee.ony Password!
'."“l....'
Forgot enail?
2 EEE Mambam: Farget pacessee
Not your computar? Use Goest mode 10 sign in pivately AR FrigSevies gt Uanrimens wr psmegr
R [ Signin
Create account “
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Now that you are logged in to with a GSuit Account you will see the option “Join or Start a meeting”

& nea.gioghe.con

€ > C
Q Mae

t 7:61 Al\gat Mar2
A

— \ Login account details

SWICE dCoum

on the green bar.

Uawing Tagathar + Bing 700+ g coipas

Join or start a meeting

|f you have a Calendar aSSOC|ated Wlth Enter the meeting code ne ricknarma. Ta star your own meeding,
this account, all your meet meeting will SR INGINTIRN s b e
show here.

ETEMI_NTH

Once you click on the green bar a pop up window will open. To create a
meeting enter a name for your meeting. Here we have used “ET801_IlITB”.
Then click on continue. Your meeting will start setting up




A mee.googhe. com

neal.googie.comwasts 1o

Once the meeting is setup your browser (Chrome/safari etc.) will
request permission for using your webcam and mic. Click on
allow.

NOTE: You will have an option to later disable them as and when
you required

Allow IMeet to use your camera end microphone

Once you have allowed the use of mic and camera you will be
sent to the meeting start page.

— ) Your meeting page meeting page is set. You could test your mic
—— M and camera as they will be activated on this page. You may even
disable your mic and camera before starting the meeting.

To start the meeting Click on “Join Now”

You will be on the meeting page and the information to add or
invite others will be shown in a pop up. This chan be viewed
again from the meeting screen.

Add others

et807 i1tk




You are now on the meeting screen of google meet-up, the person currently talking will be shown with the top 10 people who

& Meet - yov e 2w L +

€< 2 c o neelypange i

ct801 it

801 itb v

Opens the meeting joining
information page. You may send
joining information and links from

this section.

are talking.

To mute / unmute younmic

To enable / disable your camera

More Actions and
<+ settings regarding the

T meeting

=

Allows you to share your screen, you may choose
between a specific window or the current screen.

Presant

| Yau eorimann

&

Turn on Capthors Present now



Download the app from the respective stores.

G Oog Ie M eet For iPhone and iPad (App Store)

- = o= . https://apps.apple.com/in/app/hangouts-meet/id1013231476
Starting / Joining a Meeting

. For Android (Play Store)
(MOblle App) https://play.google.com/store/apps/details?

id=com.google.android.apps.meetings&hl=en_US

Common for both iOS and Android

Allow Meet to taka
pcturgs and record

q, Allow Meel to eood

video? andio®

Vielcome to Meet

ULNY aLLuw ULNY arLuw

Open the Meet app once installed App will request permission to use App will request to use audio, allow
and click on continue camera to record video, allow it. it to record


https://apps.apple.com/in/app/hangouts-meet/id1013231476
https://play.google.com/store/apps/details?id=com.google.android.apps.meetings&hl=en_US
https://play.google.com/store/apps/details?id=com.google.android.apps.meetings&hl=en_US
https://apps.apple.com/in/app/hangouts-meet/id1013231476
https://play.google.com/store/apps/details?id=com.google.android.apps.meetings&hl=en_US
https://play.google.com/store/apps/details?id=com.google.android.apps.meetings&hl=en_US

YHE GOl dntnem amanaed by lene am 100
wnn el e Whae wme L llerm b Taichisdggin g n

- Spcrgmg ioowcangren o Sloecy Pallcy and
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==
If your email id using G-Suit is already set Once you log in to you email ID that uses
on your phone then select it else enter G Suit accept the terms of using it for
your email that uses G Suit. Google meet.

=+ New metting B8 Netrg code

You are on the home screen of google
meet. To start a new meeting from the
app click on “New Meeting”

As you click on new meeting the
invitation link and the meeting
code will be displayed to you.

#d¢ cthers

NOTE: You may choose to enable or
R disable you audio and video before

mwt )' "‘ of . '
o - R S starting the meeting
You may invite others to join e et

using the link, or share the code
or using their email Id’s

s m'c sl ecle siu
g
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Enable / Disable Camera or
mic or end the meeting

Participants of the meeting
can be seen from here.

To open the chat window

The meeting is now set up and live

click here —

Meeting Code

Meeting Link

vao-tggc-ooh

Joining info

ineet.google.com,'vao-tqgc-ooh
Or dial: (US) +1657-233-1951 PIN: 328 957 498#%

More phone numbers

[1] Share

Attachments (0)

Google Calendar attachments will be shown here

More options also
provides you the
option to share E  turnan captions

your mobile SCreen —p = rram sereen

[:] Rupar | g w1 vkl

)] Help

x Cancel

To control volume or
choose the audio output
device like a bluetooth
speaker or headphone
connected

To see the information on joining the
meeting share the information or
new attachments that were
specified during the meeting click on

(1l



Google Meet

Scheduling (Google Calendar)

Browse to calendar.google.com while logged in to the email id

that uses G Suit.

NOTE: To create a meeting in meet.google.com one needs to
have an G Suit account. If the email service of any of the
organisations you are a part of run on a gmail like platform
then they are most likely using G Suit.

e.g. if you are an IEEE member you are eligible for creating a
@ieee.org email id which is powered by G-Suit. We will be
using an ieee.org id as an example

Any one can join a meeting.

E1801Cnica

= B Cale~da- Teeer € 3 VRThC20

24

Q B @ M

= <9IEEE @

28

Select the date you want to create

the meeting for.

| ___— Select the time slot and click on the cell
corresponding to you meeting time. It will open
a small window.

Enter the name for the meeting

T Set the date and time.

\ Click on add room location conferencing.

11
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ET801Cribs

Event Qur of office Reminder Appointment slots

Mar 25,2020 Z200pm - 3:0Com  Mar 2%, 202U

Acd quests

FT201 Criha

PR
Acd rooms Z=-3pm

Acd lenatinn

Q Hangouts Mest

O \Wehex meeting

@ \Webex Parsonal Rocnimeeting -

1 |

Participants can be invited via Email id’s

Meet ID / link can also be shared with the participants as well

12

Under Conferencing open the drop down menu

Select hangout Meet. It will automatically create
a link for the meeting

To know more details click on the downward
arrow next to the meeting link.

ET801Cribs

Event Cutof office Reminder  Apppintment slots

D Mar Y8, 2070 2 00pm = 300pm Mar 28, 20

(]

Do

» Adc guests

[ Adc rooms

@ Ade e zatoe

Join Hangouts Meat
meet.geogle.com/Mk cona ikf

Meeting (D
> meet.gcogle.com, k-2 21a4kf

3 Phone Nurmbers
(US| 953-324-9556 (B
PIN 1205134908

Mote phone itz

Ade descaption

|

T T T

TCPM
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For more information Visit :-

https://support.google.com/a/answer/9204857



Google
Hangouts




OVERVIEW

Google Hangouts offers unique tools for communicating and
collaborating with contacts inside of your organization and across
the world.

This document will guide you to the steps needed to get the most
out of working with Google Hangouts

Coogle bangouts
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LESSON 1: STARTING THROUGH THE HANGOUT PAGE

% Google Hangouts X  +

GO to : & -5 X @ hangouts.google.com
= Google Hangouts

https://hangouts.g e

oogle.com/

Talk to your friends and family

Hangouts lets you video call, phone, or message the people you

Sign in using -
your gmail account
and password. @ @

VIDEO CALL PHONE CALL MESSAGE

Download for |i| Android i0S App Store D Chrome Get Hangouts Dialer on |ﬁ| Android

Photo by Paul Moody



https://hangouts.google.com/
https://hangouts.google.com/

LESSON 1: STARTING THROUGH THE HANGOUT PAGE

3) Once log 1in, Hi,

p'Lease select “video Get started by calling or messaging a friend below.
call” to start the

online meeting. @ @ e
VIDEO CALL PHONE CALL

MESSAGE

Note: Allow Google Hangout to access your microphone and camera

— TN T T —



LESSON 2 INVITING MEMBERS

Please enter their email
address. Then click
“Invite”.

Note: You can invite as many members you
want just by entering their email 1ids.

Invite people

Sending invite as:  xyz.@gmail.com

GD COPY LINKTO SHARE




LESSON 3 GOOGLE HANGOUTS + GOOGLE CALENDER

Hangouts will sync your
Google calendar.

So, go to your google
calendar and simply click
the meeting you are going
to attend.

Note: After entering the meeting, please wait for other attendees to join the

video call

= Calendar

}- Create

March 2020
T

1 2 3 4

g8 9 10 M

22 23 24 25

Search for people

My calendars

Arushi Sharma
Birthdays
Reminders

<
E
6
13

20

27

>

7

14

@

28

10 1n

Today < > March 2020

SAT

SO oo |

B

7 W

Ashutosh / Arushi
daubbiia2l - 8:30 — 9:30pm

1 yes, 1 awaiting

Q.b Xyz @gmail.com
- Or

ganizer

‘, Ashutosh Raina
Online Education Technology

30 minutes before, as email
30 minutes before

Arushi Sharma

8




LESSON & KNOWING THE GUL

If enable
then others
can see
your
computer
screen

To open the . B Member’s
text chat
window.

The group
chat box
will be

shown on
the right

> =)
side of To mute/unmute | “R\“

your screen the mic To exit To enable/disable
the call the camera

screen




LESSON 5: HOw 10 SHARE YOUR COMPUTER SCREEN

Share your screen

C -l_ -i C k O n t h e “ S h a r e S C r e e n » Chrome wants to share the contents of your screen with hangouts.google.com. Choose what you'd like to
option shown in the previous
slides.

share.

Application Window

In the window that pops up,
choose your desktop or choose
the window you want to
present/share

Snip & Sketch % Hangouts Video Call - G... € Google_hangout_Manu...

©) Google Hangouts - Goo... i Desktop

Click on Share Selected Window

Note: Please then click “Present to everyone” to make sure everyone can focus on your screen 1in
the largest window. You can stop sharing your screen by just clicking the “Screenshare” again.



LESSON b: USING MOBILE PHONES

Download the Google Hangouts app S Hangous
and open it on your phone. ‘ﬂﬁ’ soosEe

For IPhone/IPad:

. € kg
https://apps.apple.com/us/app/hangouts/id643 T g "B
496868 g =

k‘ :1;21‘:::::’:‘;” - £ ]
2 5 ﬁ A @
For Android: AN W B

. . * % %k 769,103 20Jun 2014
https://play.google.com/store/apps/details?i 100,000,000+ downloads 14.77MB
d=com.google.android. talk&hl=en_IN TOP DEVELOPER

Q +1 1,439,220 people +1'd this.

Allow the app to access your SR
Google account. A A A


https://apps.apple.com/us/app/hangouts/id643496868
https://apps.apple.com/us/app/hangouts/id643496868
https://play.google.com/store/apps/details?id=com.google.android.talk&hl=en_IN
https://play.google.com/store/apps/details?id=com.google.android.talk&hl=en_IN

LESSON b: USING MOBILE PHONES

Tap the "+" symbol in the
green circle at the bottom
right corner. Gt

Hangouts Team 1145 AM
Camrie: Looks great! Let's 0o &?

Type in contact you wish to
reach, or hit "New group"
and enter multiple people.




ESSON 6: USING MOBILE PUONES. 5

o 40325
Start a text chat, or hit F el (=)D
the Came ra/v-ideo -icon -For a 2 Did I hear that you got a new puppy?
. v . For phone
| sure did! Let me send you a photo!
video call, or the phone At
icon for a phone call. ®
Write a message
™ 8 B © >0
For 1‘ k\
sharing ek o
pictures Clic Emoticons

picture




SOURCES

https://staticl.squarespace.com/static/517a0fcOed4b0ed48a833fd65/t/58ad3b6a59
cc68cl14b81f6f0/1487747953120/Googlet+Hangouts+Manual+for+PC+User.pdf

https://www.businessinsider.in/tech/how-to-set-up-and-use-google-hangouts-go
ogles-free-phone-call-and-video-chat-service-on-desktop-or-mobile/articlesho
w/69792623.cms
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