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How to Start and Run a Meeting using Google Meet
Prerequisites

1. If you are using an Apple computer, Google Chrome must have access to the
camera and microphone (System Preferences -> Security & Privacy).

2. For student Chromebooks, the camera, microphone, and Hangouts app need to
be enabled in Google Admin.

Creating a New Meeting
1. Open Google Chrome and browse to https://meet.google.com/
2. On the right side of the screen, select “Join or start a meeting”
3. In the window that opened, create a name for your meeting
4. Next you will be prompted to either “join meeting” or “Present to meeting”
5. Once you have chosen either, you will be given the Dial-in number and the pin

for Audio-only. You can copy the info or add people to the meeting by email.
6. Invite all who you want to be in the meeting and choose “Send invite” when

finished. The people you invited will get a notification via email to join the meeting
directly.

Tips on Running a Meeting
1. When wanting to show what is on your screen or a window on your screen,

choose the “Present now” icon at the bottom right and choose to show either
your screen or window.

a. Presenting your entire screen shows the other members of the meeting to
see everything that is on your screen.

b. Presenting a window shows members only what is on the window that you
select.

2. You can change the layout of the screens you see by selecting the icon at the
bottom right and choosing “Change layout”.

3. To open the chat, choose the icon at the top right of the screen. Here you
can view and send messages to the members of the meeting.

4. You can disable either the microphone or the camera at any time by choosing the
corresponding button on either side of the hang-up button at the bottom center.

https://meet.google.com/
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5. You may also pin a single screen that you will see my selecting the icon at
the top right of the screen and choosing a person you want to pin.


