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What is Google Hangouts

Google Hangouts is a unified communications service that enables text, voice, or video chats, either one

on-one or in a group. Hangouts is built into @t®+, Gmail, YouTube, and Google Voice, plus there's
Hangouts apps for iOS, Android, and the web.

NOTE: Before you start a video meeting, make sure that your meeting and device meet the
requirements for Hangouts Meet

How to Access GooglerHangoutswiaGmail

1. Using a web browser, sign into your MCCCD Gmail account using the following URL.:
http://a ccounts.maricopa.eduThe following screen should appear.

MARICOPA

M I i I COMMUNITY COLLEGES

Enter your MEID and password:

happen at ==
Maricopa =

MCCCD Home  my.maricopa.edu  Help

2. When prompted enter your MEID an®istrictpassword, then click the Sign In button.

Make it

MARICOPA

COMMUNITY COLLEGES

happen at
Maricopa

3. hyOS 22dzONB t233SR Ayid2 82dNJ5AZGNROG DYFAE |

O
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Locate Google Hangouts in Gmail

Google Hangouts is located on the lowerdefind corner of your Gmail account. Here you will also see a
list of your recent Hangouts.

e Patrick

William Mathis
ok

New Group
" William: ok

Creating a Google Hangout

1. Click the + icon at the top of the Google Hangouts list next to your name.

New conversation

2. Asyou enter a name in the search box, the list will change to a list of your contacts and Google+
circles. Select any people that you want to add to the Google Hangout.
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Willlam Mathis B \
o £+ pavia o'shea
‘e

New Group

Siack: oA . Jason Reiche

Ruben Yalerio

Good polss
Q Jonatnan Trotter
Jason Reiche

Yire 1 am et g1t e Socument ﬁ Medyn Prce

v Mewyn Long

Mt | 80 ot Chacs with
My Trucng
¥ } Mehyn Price

\

: Long Le e Ruben Valerio

1 Regardless of what platform you are using, clicking or tapping on a contact or existing Hangout
will open a chat box. If the other person is not online, they will receive messages the next time
they open a Hangouts client.

@ Ruben Valerio - X

TN o

~

TEXT MESSAGES APPEAR HERE

9 Send a message [aa]

i You can also search for peojled circles by typing the name, email address, or phone number
you are searching for into the field at the top of the list.

IQ Enter name, email, or phone I

+2)\  New group

4 New Group
.
® W James: ok }* David O'Shea 15m ago
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Chatting im Google KHangouts

Type your message in tf8end a messagield and press thENTERey to send.

2 e
TEXT MESSAGES APPEAR HERE
e Send a message | ]

Choose your Google Hangout Format (Text, Videa,, Phone Call)

The hangout defaults to text chat. You can turn a text chat into a video chat or make a phone call at any
time by clicking the appropriate icon.

TEXT MESSAGES APPEAR HERE

e Send a message | ] |
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Additional Features of the Chat Window

1. Create a Group Hangout

uben Valerio
Ruben Val

TEXT MESSAGES APPEAR HERE

e Send a message [ ]

2. Insert an Emoji

[ T R Lo ]

TEXT MESSAGES APPEAR HERE

@Q- L

3. Share Image (i.e. JPG, GIF, PNG, etc.)

mS Y “

TEXT MESSAGES APPEAR HERE
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4. Adjust Your Chat Settings

= 2 o]

TEXT MESSAGES APPEAR HERE

@ Send amessage [ ]

5. Switch to Video Chat

TEXT MESSAGES APPEAR HERE

e Send a message . ]

6. Make a Phone Call to the Person

TEXT MESSAGES APPEAR HERE

@ Send amessage .. ]
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Creating a Google Hangouts Video Conferencing Meeting: Invite
1. Create a Google meeting invite the way you normally would.

2. The meeting invite details page should appear. In the Video conferencing field, select Hangouts
Meet from the dropdown menu, then click the Save button.

X Course Materials Tracking o

Mar 18, 2020 1000am 10 11:25am Mar 18, 2020 Time zone

[ anday Weekly on Wednesday RSVP.Yes =  Add note / guests

Event Detaits  Find o Time Guests Rooms

@ Rio Tower 6th Floor FRANKLIN Conference Room | Google Hangoutg link below post
o Hangouts Meet ~ X >
?‘.g\.w.l: oo =
Join Hangouts Meet
et gocghe wx ¥ . D20926080r0s0le00 edu
-
0 Notification = 15 miutee > X €3, David Krawcheck (DAV2219246)
» Elizabeth Burnett
Add notification
., Jason Reiche
) Patrick Berens ~ ® - » Michael Lowery

= Michael Medlock
() Busy * Defautvisiiity ~ @

Monica Castellano

-
= B 7 U = o v c, Mutray Inman
B senniter Ascock-Shantz (JENHPSTO31)
Standing weekly meeting to work on the Course Materials Tracking project .‘ Tanya Swanson 2
Long Le e
S
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Adding Google Hangouts Video Conferencing: to)am Existing:Meeting
Invite

1. From your Google Calendar, dowaléck the meeting invite you want to add Google Hangouts to.

WED

2. The meeting invite details page should appear. In the Video conferencing field, select Hangouts
Meet from the dropdown menu, then click the Save button.

X Course Materials Tracking e

Mar 18, 2020 1000am 10 11:25am Mar 18, 2020 Time zon

[:] Allday Weekly on Wednesday * RSVP. Yes « Add note / guests

Event Details  Find o Time Guests Rooms

® Rio Tower 6th Floor FRANKLIN Conference Room | Google Hangoutg

link below Add guests

12 guest =
Join Hangouts Meet - -
Rt v - Pa120926080r080la00, edu
-
3. David Krawcheck (DAV22 )
o Domawas s oo € David Krawcheck (DAV2219246)
» Elizabeth Burnett
Add notification
., Jason Reiche

o) Patrick Berens = ® - » Michael Lowery

Michael Mediock
(O Busy > Defaultvisiiity ~ @

Monvica Castellano

v
= B 7 U ] — o - e, Mutray Inman

n. Jernifer Adcock-Shantz (JENMP5703))

Standing weekly meeting to work on the Course Materials Tracking project. | .’ Tanya Swanson a

Long Le e

&
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How to Start a Google Hangouts Video Meeting

Method #1- With an Individual or Group

1. Select someone from the Hangouts list on the sideb&rnmailor search for their name or email
address. When you find the person you want, click their name. You can also select multiple people

to start a group video dia

Wiltiam Mat
ok
New Group
PR W ok
Ruben Valerio
Cood pomt
¢+ Jason Reche
Yo | e rl . past Ry Godument

U3 Metys Long

Meteyn | 03 pot Chach with Rubw

7 o Medwyn Price
»

L LongLe

2. Click the Video Ccad¥ icon.

+2),  New growp

6D caviosnea
‘.

. Jason Resche
\" Jonathan Trottier
ﬁ Meryn Prce
& s
Q Ruben Vaserso

TEXT MESSAGES APPEAR HERE

3. When you're finished, click the End Cﬁr icon of the video conference window.

Mesting details ~

—t> g @
Turn on captions Present now
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Method #2- From a Google Meeting Invite

1. From your Google Calendar, dowalick the meeting invite which contains a Google Hangout.

WED

®

2. Click the link under Join Hangout Meet. This will launch a Google Hangout Video Conference
window.

X Course Materials Tracking o amifs -

Mar 18,2020 10:00am to 11:25am  Mar 18,2020  Time zone

D Allday Weekly on Wednesday ~ RSVP:Yes »  Add note / guests
Event Details Find a Time Guests Rooms
@ Rio Tower 6th Floor FRANKLIN Conference Room | Google Hangouts ... use link below Add guests

Q Hangouts Meet ~ X 12 guests =

8yes, 1no, 1 maybe, 2 awaiting

o Pat2092608@riosalado.edu
=Y organizer

Meeting ID ¥
: %, David Krawcheck (DAV2219246)

Join Hangouts Meet ~
meet.google.com/iwn-xnpm-sap

~ Elizabeth Burnett

'_, Jason Reiche

» Michael Lowery

Phone Numbers

fal Notification = 15 minutes ~ X Q
N Michael Medlock
)

Add notification ~ Monica Castellano

Q_, Murray Inman

] Patrick Berens ~ (@ ~
E0 Jenniter Adcock-Shantz (JENHP57031)

(] Busy ~  Defaultvisibility ~ (@) .7 Tanya Swanson 2
? optiona

- Long Le o

= 1] B I U = = o X Optiona! =

Nik Traubenberg o

&

Standing weekly meeting to work on the Course Materials Tracking project Optional

3. Using a phone, dial into the Video Conference usingtiene number and PIN provided under
Phone Numbers as depicted above.
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Adding more People to a Google Hangout in Progress

1. After you are in the video call, click the  icon in the upper right corner of the Hangouts
window.

2. From the menu which appears. click the Add People icon.
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