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Google Hangouts Meeting Handbook

Google Hangouts Meet Handbook for an online class, and

an online meeting

There is High-definition video, up to 100 attendees. Attendees are able to share screens,
images and text. Due to the COVID-19 virus situation, Google has launched a special feature
for educational institutions. Up to 250 people can attend the meeting online, and There is

function to record video lessons, or online meetings until July 1, 2020.

*** E-mail account xxxxxx.xxx@mahidol.edu does not has video recording function.


mailto:xxxxxx.xxx@mahidol.edu
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Which devices can use with Google Meet?

Mobile (iOS and Android), Desktop (PC/MAC), Tablet

Before using

User must have Gmail account, for example, xxxxxx.xxx@mabhidol.edu, or

Xxxxxx@gmail.com

How to access to Google Hangouts Meet

1. Desktop (PC/MAC) can use Google Hangouts Meet without the program installation.

Go to https://meet.google.com/

Click “Sign in”

© Meet 9:01PM - Sat, Apr4 &  sanin

Use a meeting code

You're not logged in with an account that can start a new
meeting Learn more

Conversation - Jess Bonham & Anna Lomax - g.cofjbala


mailto:xxxxxx@gmail.com
https://meet.google.com/

Enter Gmail account > Click “Next”

Enter Passwo

[ Email or phone

rd > Click “Next”

Google
Signin

Use your Google Account

Forgot email?

Not your computer? Use Guest mode to sign in privately.

Learn more

Create account

Other option, user sign in to Gmail

Click on Apps > Choose “Meet”
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How to access to Google Hangouts Meet

& Meet 9:08PM - Sat, Apr 4

4+  Join or start a meeting

Nothing scheduled today

Teamwork + Kyle Bean & Aaron Tilley * g.cofkbatb
CE—

2. Mobile (iOS and Android), Tablet must install the application, before using the app
2.1 Go to App Store

Search “Hangouts Meet”, then install and log in

ull SafeAtHome 4G : 53% il SafeAtHome 4G

Q. hangout meet Q_ hangout meet

Kitty Live Kitty Live
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2.2 Go to Play Store

Google Hangouts Meeting Handbook

Search “Hangouts Meet”, then install and log in
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The online learning and the online meeting process via Google

Hangouts Meet on Desktop (PC/MAC)

1. Setting Microphone, and Speaker Click on E

® Meet 9:41PM - Sat Apr4

* Join or start a meeting
%

Nothing scheduled today
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Teamwork + Kyle Bean & Aaron Tilley * g.cofkbatb
—
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Audio

Microphone Click Drop Down list
Choose type of Microphone’s sound

Speakers Click Drop Down list

Choose the speaker, which you would like to use

Click “Test” for testing the speaker

Google Hangouts Meeting Handbook

Audio [k Video
Microphone
Microphone (Realtek USB2.0 MIC) (Obda:58... \g,
Speakers
Speakers (Realtek High Definition Audio) :1D Test

A Using different devices as your mic and
speaker can cause echo

Done

Audio [k Video

Microphone

Microphene (Realtek USB2.0 MIC) (0Obda:58... oo

=

Speakers
Speakers (Realtek High Definition Audio) &) Test

A Using different devices as your mic and
speaker can cause echo

Done
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Video

Camera Click Drop Down list
Choose the Picture’s signal, which you would like to sync

Click “Done”

Audio B Video

Camera
FULL HD 1080P Webcam (0Obda:58b0) ot -

Done
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2. Start Learning or Meeting

Click “Join” or “start a meeting”

4+  Join or start a meeting

Nothing scheduled today

3. The programme show Join or start a meeting window.
Join, the attendees will enter the code from meeting’s host to attend the class or the meeting.
Start a meeting, host open the class or the meeting. The host must set of the code and the

class’ topic or the meeting’s topic, then click “continue”.

Join or start a meeting X

Enter the meeting code or nickname. To start your own meeting,
enter a nickname or leave blank.
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Click “Join now”

phearwnapa.mal@mahidal.edu
Meet Switch account

multimediamuit

No one else is here

e

Other options

%2 Join and use a phone for audio

To avoid echo, use the same device for your mic and speaker Se
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Sending the invitation to attendees for joining the class and the

meeting

There are two options to invite the attendees.

To copy joining info, or to add people

Add others

multimediamuit

this info with people you want in the meeting
https://meet.google.com/iie-gyszjfd
Dial-in: (US) +1 314-549-9233 PIN: 146 569 355#

More numbers and room options

|_|:| Copy joining info

2+ Add people

1. To copy joining info

For example, to copy joining info
To join the video meeting, click this link: https://meet.google.com/iie-gysz-jfd
Otherwise, to join by phone, dial +1 314-649-9233 and enter this PIN: 146 569 355#

To view more phone numbers, click this link: https://tel. meet/iie-gysz-jfd?hs=5
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2. To add people

Enter attendees’ email account

Click “Send Invite” to send invitation to attendees’ email.

Add people X

2+ Invite

Enter name or email

Suggestions

No suggestions

Add people X

. :
b Invite

. Nattapon Sawangjit X o Weeraphol Sangnak X

o Yupadee Sutho X o Rujiradha Techawieset X

Suggestions
No suggestions
Sending email as Phearwnapa Malakan (via Hangouts Meet) <meetings-

noreply@google.com:=
Phearwnapa Malakan is inviting you to join a video meeting

happening now

—




Invitation email
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Attendees receive the email

Click “JOIN MEETING” to attend the class, or the meeting.

M Gmail

I— Compose

Inbox 9
Starred

Snoozed

Sent

(W]

*

(]

» Important

>

B Orafis
r B

Categories

& Phearwnapa ~ +

No recent chals
Start a new one

Q  Search mail >

&«

o i 2 0 Db e

Happening now: Phearwnapa Malakan is inviting you to a video meeting © Inbex x

Phearwnapa Malakan (via Hangouts Meet) <mz=stings-noreply@ooogle.coms

tome «

Q Meet

Phearwnapa Malakan is inviting you to join a video meeting
happening now

No one else is in this call

JOIN MEETING

meet google.com/iie-gyszifasreca
Dialin: (US) +1 314-649-9233 PIN: 146 569 355 #rcc13# More joining options

10:44 PM (0 minutes ago)
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Tools in Google Hangouts Meet program

Show the attendees

multimediamuit ~ UA ) (] & . :
Turnon CEP‘!O"\S Present now
A P 4 « 4 4

A

Turn on/off Microphone

Show detail of Turn on caption

Joining info and

Copy joining info Leave the class and meeting online

Shared presentation

Turn on/off video

Others option
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People: show attendees

an People (1) [E] chat

2+ Add people

Phearwnapa Malakan (You)

Chat: chat
2, People (1) - Chat
You 12:52 AM
Hi

EE":U a message 10 everyone
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Meeting code or nickname: Showing the detail of joining info, and copy joining info

o Details = Attachments (0)

multimediamuit

Meeting nickname (Can only be used within Mahidol University)

Joining info

https://meet.google.com/iie-gysz-jfd#rcc13
Dial-in: (US) +1 314-649-90233 PIN: 146 569 355 #rcc13#

More numbers and room options

||;| Copy joining info

multimediamuit w

Turn Off microphone Turn On microphone
J?_;
Leave call
L L J
Turn Off camera Turn On camera

e
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Turn On captions Turn Off captions

Captions have been turned on

&

multimediamuit ~

- = =
Turn off captions Present now

Captions have been turned off

g

multimediamuit ~ :
Turn on captions Present now

{.:
)
o

Present now: share the presentation

- N

Present

[ Your entire screen

E A window
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Your entire screen: click share to share entire screen

Share your entire screen

Chrome wants to share the contents of your screen with meet.google.com. Choose what you'd like to share.,

m Cancel

When you finished presentation, click “Stop sharing”

® Mahidol University x  +

< @ @ Notsecure | mahidolacth x @

Mahidol University
V) (0l syt Lok

About Admissions E-learning Current Students Research Facilities & Services Contact Us

Stop sharing Hide

mest.google.com is sharing your screen.

2 SnaGRUTIRS
(&0 DRINCE EAHIDOL RALL
L

b 4
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Share application: to share documents, websites, files, which you have opened

Click “Share”
Share an application window
Chrome wants to share the contents of your screen with meet.google.com. Choose what you'd like to share.
~
[ Adobe Photoshop @ff Untitled - Paint E Mahidol University - G...
W

When you finished presentation, click “stop sharing”.

€ C  © Notsecure | mahidolacth v Q

Mahidol University
Ceafom i o Lewd

About Admissions E-learning Current Students Research Facilities & Services Contact Us

Stop sharing Hide

Tmmdol Leaming:Center is'a 4 Stories building
/%l o(al space of 36, 322 66 m2 is available:The aréhi




Google Hangouts Meeting Handbook

More Options

Change layout El Change layout
Full screen 7 Full screen
Turn on captions: [Et] Turn on captions
Settings: Microphone speaker and €E3 Settings

. '\: Use a phone for audio
video’s camera
Use a phone for audio: sound from phone m Report a problem
Report a problem @ Help

Help
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Signing out Google Hangouts Meet

Click “Leave call” to leave the class, or the meeting

multimediamuit ~

Click at user’s icon

Choose sign out

Q Meet - hrw-pxyo-emc X  +

<« > C # meetgoogle.com/hnw-pxyo-emc

You left the meeting

Rejoin Return to home screen

Submit feedback

Turn on captions Present now
=
= x @

Phearwnapa Malakan

pheanwnapa.mal@mahidol edu

o B8 ¢

Tum on sync...

G Manage your Google Account

X Close 2 windows

5 Signout
Other people
Guest

+ Add
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