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Abstract

This document is a reference guide for hosting a Google Meet without the Google Meet Add-In for
Outlook.

How to Start

1. Go to meet.google.com
2. Log into your Google account if not already logged in
3. Click the blue “New meeting” button

Ek New meeting

For Meetings at a Later Date or Time

1. Select “Create a meeting for later”

| G>  Create a meeting for later yd

“+ Start an instant meeting

D Schedule in Google Calendar

2. The pop-up window will give you the information needed for the other members of the meeting
to join. Click the overlapping squares on the right to copy the information to paste into an
email.

Here's your joining info X

Send this to people you want to meet with. Be sure to
save it so you can use it later, too.

meet.google.com/ujp-ehze-tyy
Dial-in: (US) +1 573-375-5232 |_D,
PIN: 191 010 213#

More phone numbers

3. After copying the information, paste it into an email to send to those who will join the
meeting. When it comes time for the meeting the other members of the group can follow the
link or call in using the phone number / PIN provided in the email.

The information in this standard is subject to change and may be updated frequently. If you are
looking at a print copy, make sure you are viewing the latest version of the standard.
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4. You may also paste the information into the body of an Outlook Meeting invite. This will allow
the members of the meeting to be notified with the meeting information when it comes time.

To.. |.Dan Chabot;

Subject |Test

=1

Send

Location |Goog|e Meet

Start time |Tue1f11.fzozz

|4:15PM v| [ All day event
|4:45 PM - |

End time |Tue1f11f?_ﬁ?_2

To join the video meeting, click this link: https://meet.google.com/rgs-whxj-jzx

Otherwise, to join by phone, dial +1 405-578-5294 and enter this PIN: 177 547 787#

To view more phone numbers, click this link: hitps://tel.meet/rgs-whxj-jzx?hs=5

5. When it comes time for the meeting, as host, you may follow the same link that you provided
the other members of the meeting. (If you lost the link check your sent email folder to find
the email you sent to the other members)

For Starting a Meeting Instantly

1. Select “ Start an instant meeting”

G  Create a meeting for later yd

— Start an instant meeting

(¥  Schedule in Google Calendar

2. This will instantly put you in a new meeting as the host. The information needed to join the
meeting will appear at the top left of the screen.

Your meeting's ready X

2F Add others

Or share this joining info with others you want in
the meeting

meet.google.com/zyt-aghk-jbv
Dial-in: (US) +1 347-754-5178 |D
PIN: 292 515 742#

More phone numbers

Joined as chabotd@santaenergy.com

The information in this standard is subject to change and may be updated frequently. If you are
looking at a print copy, make sure you are viewing the latest version of the standard.
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3. Click on the blue “Add others” button at the top of the pop-up window

Your meeting's ready X

2F Add others

Or share this joining info with others you want in
the meeting

meet.google.com/zyt-aghk-jbv
Dial-in: (US) +1 347-754-5178 |D
PIN: 292 515 742#%

More phone numbers

Joined as chabotd@santaenergy.com

4. Another pop-up window will appear. This will allow you to send anyone with an email an invite
to the meeting by entering the email address in the “Enter name or email” field and pressing
enter. This process can be repeated multiple times depending on how many people need to be
invited.

Add people X

2 Invite R Call

Enter name or email

Suggestions

No suggestions

The information in this standard is subject to change and may be updated frequently. If you are
looking at a print copy, make sure you are viewing the latest version of the standard.
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5. Once all emails have been entered, click the blue “Send email” button in the bottom left of
the pop-up window. This will send all the email addresses entered instructions on how to join
the meeting.

Add people X

&+ Invite Ra Call

o Dan Chabot X

Suggestions

No suggestions

Sending email as Dan Chabot (via Google Meet) <meetings-
noreply@google.com>
Dan Chabot <chabotd@santaenergy.com= is inviting you to join a

video call happening now

6. You may also click the overlapping squares on the right of the original pop-up window to copy
the information to be pasted into an email or Outlook meeting email body.

Your meeting's ready X

2F Add others

Or share this joining info with others you want in
the meeting

meet.google.com/zyt-aghk-jbv
Dial-in: (US) +1 347-754-5178 |g
PIN: 292 515 742#

More phone numbers

Joined as chabotd@santaenergy.com

The information in this standard is subject to change and may be updated frequently. If you are 4
looking at a print copy, make sure you are viewing the latest version of the standard.
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Allowing Access to Meeting

1. Some members will have to be manually let into a meeting. When they try to join a pop-up
window will appear at the top of the screen. Click “Admit” in the bottom of the pop-up

window.
Someone wants to join this call
Gabe (Unverified)

Deny entry Admit

2. |If the user trying to join is not a member of the meeting, you may click on “Deny entry” so that
they cannot join.

Someone wants to join this call
Gabe (Unverified)

Deny entry Admit

The information in this standard is subject to change and may be updated frequently. If you are 5
looking at a print copy, make sure you are viewing the latest version of the standard.



