How to use 6[006\6 Meet

1.  Go to the Dock at the top right of your screen, - ® # &
and scroll down until you see the Meet Icon =
& G 9
2. That brings you to the opening page of
Meet 9 Q =3
e« O

4+  Join or start a meeting

Join or start a meeting X

3. To go straight to meeting people, click on
Enter the meeting code or a nickname. To start your own meeting, ‘J . t rt t y
enter a nickname or leave it blank. oIn or start a mee Ing

4. That opens a small window. Give the
meeting a name, and click ‘Continue’

test
No one else is here
5. Click on the ‘Join now’ button. ~
Join now Present
Other options

Addthers X %2 Join and use a phone for audio
test
Meeting nickname (can only be used within Mayfield Community School)
Share this info with people you want in the meeting

. . . ¢
https://meet.google.com/muy-fgfk-nas 5 In thIS neXt WI ndOW, CI |Ck On the Add

Dial-in: (US) +1 405-701-9431 PIN: 142 088 032#

people’ button at the bottom. Then add the
email adresses of those you want to join.

|D Copy joining info

&+ Add people

6. To set a meeting in advance, go to Google
Calendar, and select a time slot (day and 3 4 5
- i —_—
time) when you want the meeting. =
X
i Add title |

Event  Out of office  Appointmen

| 3 Apr2020 10:30 - 11:30 3A£r2020

Add guests

©

7. Give the meeting a title, and set
the time.

o
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Add rooms, location or conferencing

Add description 8. Once you have done that, click on
‘Add guests’

Type in the email addresses of
those you want to meet with.

More options
' \ 9. Click on ‘Save’ when you’re done.

3 @ MrHurley ~

10. Finally you will be asked if
you want to send an invitation
email.

It is easiest to click ‘Send’.

Would you like to

Each person will receive an Calendar guests?
email notifying them of the
meeting, and can I‘eply to you. Q) Dismiss Donotsend Send

nvitation emails to Google



