Conferencing Software and You!
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Basically, there are three parts to any meeting software ¢ creating a meeting, hosting a
meeting, and joining a meeting. You, the university staff member, are going to create that

meeting and probably host it. Your student will join the meeting.
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https://hangouts.google.com/
http://gmail.com/

Create a new event with avideo meeting

When you add a guest to an event, a video meeting link and dial-in number are added automatically.
Alternatively, you can click Add conferencing.

Guests can forward the meeting link to other people. If someone tries to join who was not invited to
the Calendar event, a meeting participant from your organization must accept their request.

Go to Google Calendar and create an event.

On the Guests tab, click Add guests and enter the email addresses.
Click Save.

Click Send to send the invites.
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Guests receive an email with the event information and a link to the video meeting.

Joining a Google Meet
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https://meet.google.com/ _meet and entering a meeting code you have previously sent via
email or a Navigate notification.



https://calendar.google.com/
https://meet.google.com/_meet

