Google
Screen Sharing
Instructions

= Goog
= Goog
= Goog

e Hangouts
e Calendar
e MEET






How to Schedule a Shared Screen Presentation using GOOGLE Calendar
via HANGOUTS

1. Create a meeting using GOOGLE Calendar, Add Subject, Guests, Date/Time, and in
the description, indicate this is a Hangouts Shared Screen Presentation.

2. Next click on the ADD CONFERENCING drop-down and select HANGOUTS MEET
(screenshot below)
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After you click on Hangouts Meet, you will notice a new “VIEW DETAILS” button.
3. Click SAVE and SEND the invite to your Guests.
Joining a Meeting
Once you are ready to join the meeting, there are several ways to join a shared screen
presentation: For audio, the meeting organizer and the guest will need to call the
number and use the PIN
¢ In the invite click on the link beside Joining info:
When Tue Apr 17, 2018 3pm — 4pm Eastgpf Time
Joining info  meet.google.com/wys-qdag-zfr
Or dial: +1 225-800-2003 PIN: 7015# Mare phone numbers

_* Opening the Meeting: Click on “Join Hangouts Meet”
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® Tuesday, Aprit 17
3:00pm - 4G0pm L
Join Hangouts Meet &

meet.google.com/wys-qdaq-zfr

T Join by phone
+1 225-800-2003 PIN: 7015#

Conferencing details

8  Hangouts Meet
W meetgoogle.com/ricywkw-veb

it . (US)+16319109141 ®
| PIN: 4620#

After ou click on the link from either optin, you will get an error message indicating
there is something wrong with your camera or microphone, if it doesn’t disappear after a
few seconds, click DISMISS

Something is wrong with your camera or - X
microphone

Meet is unable to access vour camera or microphone, but you will
still be abte to join the call

Click on JOIN MEETING



Ready to join?

To present your screen, click on “Present Now” in the bottom right corner:
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Present now

Choose “Your Entire Screen” or “A Window”

Present
[ Your entire screen

E A window

=

Present now

Entire Screen: If you have 2 monitors, you can choose which entire screen you want to
show to your guests

Share your screen

Chiome wanis 10 share the contents of your screen c ¥ 3 shae
Your Entire Screen

=N -
A Window: Will only present the particular window you choose (recommended) to your

guests

Share your screen
Chrome wants to share the contents of your screen with meetgoogiecom. Choose what you'd fike to share.

Apphication Window

@ Meet - ytz-otga b -
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Once you click SHARE, you are sharing with your guests:

Dial into the provd number and enter the PIN#.
When done, click on STOP PRESENTING.



How to Schedule a Shared Screen Presentation using GOOGLE Calendar
via HANGOUTS

1. Create a meeting using GOOGLE Calendar, Add Subject, Guests, Date/Time, and in
the description, indicate this is a Hangouts Shared Screen Presentation.

2. Next click on the ADD CONFERENCING drop-down and select HANGOUTS MEET
(screenshot below)
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After you click on Hangouts Meet, you will notice a new “VIEW DETAILS” button.
3. Click SAVE and SEND the invite to your Guests.

Joining a Meeting
Once you are ready to join the meeting, there are several ways to join a shared screen
presentation: For audio, the meeting organizer and the guest will need to call the
number and use the PIN
¢ In the invite click on the link beside Joining info:
When Tue Apr 17, 2018 3pm - 4pm Eastg Time
Joining info - meet.google.com/wys-qdaq-zft
Or dial. +1 225-800-2003 PIN: 70154 More phone numbers
o Openlng the Meetlng Click on “Join Hangouts Meet”
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@ Tuesday, April 17

3:00pm - 4 00pm

Join Hangouts Meet "‘-
meet.google.com/wys-qdag-zfr

. Join by phone

+1 225-800-2003 PIN: 7015#

Cllcklng on VIEW DETAILS

Conferencing details

JB  Hangouts Meet

W meetgoogle.com/ric-ywkw-veb *

v (US)+16319109141 ®
PIN: 4620#

After you click on the link from either optlon you will get an error message indicating
there is something wrong with your camera or microphone, if it doesn’t disappear after a
few seconds, click DISMISS

Something is wrong with your camera or X
microphone

Meet is unable to access vour camera or microphone, but you will
stili be able to join the call

Click on JOIN MEETING



Ready to join?
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To present your screen, click on “Present Now” in the bottom right corner:
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Present now

Choose “Your Entire Screen” or “A Window”

Present
L Your entire screen

E A window
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Present now

Entire Screen: If you have 2 monitors, you can choose which entire screen you want to
show to your guests

Share your screen

x

Chosse what you'd ke 1o share.

< your

Your Entira Screen

=a
A Window: Will only present the particular window you choose (recommended) to your

guests

Share your screen

X

Chreme wants to share the contents of your screen with meetgoogle.com. Choose what youd like to share
Appikcation Window
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Once you click SHARE, you are sharing with your guests:

Cance!

When done, click on STOP PRESENTING.



How to Share your Screen using MEET

Click on Google Apps in the upper right hand corner in Chrome

Choose MEET

Q

Meet

Click Start a new Meeting
4+  Startanew meeting k/

45  Useameeting code

Nothing scheduted

You will get an error message indicating there is something wrong with your
camera or microphone, if it doesn’t disappear after a few seconds, click DISMISS

Something is wrong with your camera or X
microphone

Meet ts unable to access your camera or microphone, but you will

stifl be able to join the call
‘ DisMiSS

Dial-in the number provided and use the PIN
Click START MEETING

No camera found

341317 Pi. 52472 Mare
START IEETING

A message will appear to inform you to ADD Others
e Guests need to go to the link you provided as well as call number and PIN provided,
e Or, the organizer can add someone by phone: see arrow. (They will need a

headset or ear buds to plug into a computer, not a desk phone)

Add others x
Share e i S 5 -

hitps://meet.google.com/fwu-gxdj-hhc
Diakin: (US) +1 3179340167 PIN: aU’
More numbers
i
) copyjoininginfo

R, Add someone by phone




To present your screen, click on “Present Now” in the bottom right corner:
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Present now

Choose “Your Entire Screen” or “A Window”

Present

[ Your entire screen
E A window

Entire Screen: If you have 2 monitors, you can choose which entire screen you
want to show to your guests

Share your screen

x

¢ 10 sh, your screen with g Chaose what you d Hke to share.

Your Entire Screen

A Window: Will only present the particular window you choose (recommended)
to your guests

Share your screen

x

Chrome wants to share the contents of your screen with meeLgoogle.com. Choose what you'd like to share.
Application Window

e Meet - ydz-otga-kvb - ...
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Once you click SHARE, you are sharing with your guests:

You're presenting to everyone

STOP PRESENTING

When done, click on STOP PRESENTING.



