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STEPS TO JOIN AND START A MEETING USING GOOGLE MEET

FROM DESKTOP COMPUTER
Prepared by Shri. Muhammad Ansar, AE(DP), IGNOU Regional Centre Cochin, Kerala

(anzarta@gmail.com - to be used with acknowledgement)

Login to your IGNOU Account

English

Google
Sign in

to continue to Gmail

Email or phone
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Forgot email?

Not your computer? Use Guest mode to sign in privately
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3.

Click on Calendar
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4 Calendar will display like the screen given below:
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5. Click on the date on which you want to schedule the Google Meet
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6. Add Participants or Invitees for the meeting (Each meeting should have a

separate list of participants / invitees)
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7. Click on Save after adding Participants or Invitees for the meeting
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8. Saving the event will send notifications to Participants/invitees in their email IDs
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9. Participants will receive an auto generated email like that given in the screen
below- only upon receipt of invitation, the participants/invitees can join the Meeting
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Inbox a i ~
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Staff Meeting

When Tue Apr 21, 2020 2pm — 3pm India Standard
Time Kolkata

Join Hangouts Meet
meetgoodls:comizwaiedachd 4—[ By clicking here, participants can join the Meeting ]

Join by phone

10. On the day of the meeting, the person who called for the meeting will start

the meeting by login to the Gmail Account used to create the Meeting as an Event
in the Google Meet

Joining info

€« C & mailgoogle.com/mail/u/0/#inbox ® v @ :
= i arch ma - H - i
= M Gmail Q  searchma [ 1. Click Here G Suite @
O- ¢ ¢
— 2 ™M
O Tt » Sty bew R 1
O nbox n7 | Account My Busine. Gmail
R WP LA AR W e § O L e e A VT q
% Starred
e Yo e S s | we Gl - St e aere G—— | @ 6t Y €
© Ssnoozed ‘ E
» Important Soorite sronen [OOSR Difie Docs Sheets
> Sent Voo omemen & bt caiam o e 0
B onts I - (@)
e R R L I L e
~ @ Categories Slides Calendar Chat
35 o o . tom. . et e o oo eegr—— 3
© Updates i e b "o = See core. At o W } Pt ) 1 1 e
2. Click on Meet
™,  Forums 21 " et W vreee W P TLAS AR W B R e ’ Sites Contacts
@ Promotions 70 i
® backup
® Follow up
i More
O % o0 .0
@ :




Page 6 of 7

11. Upon clicking the icon for Meet, the page will direct to the scheduled
Meetings, which has to be clicked. Ensure connection with Camera and Speaker

<« C | @ meetgooglecom v @ :

B Meet 1:37PM - Tue, Apr21

:

@ 2:00 PM Staff Meeting
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Teamwork + Kyle Bean & Aaron Tilley « g.co/kbatb

12. It will open a window with the picture (video) of you as a participant (if
camera is installed). Here you can check the visibility/clarity of your Video and
Audio. After checking, click on Join Now

<« C @ meetgoogle.com/zws-jedg-chd * @ :

recochin@ignou.ac.in
Meet Switch account

Staff Meeting

[ Click Here ]
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13. The page will show your own video along with the videos of the participants /
invitees for this meeting who have joined.

<« c & me

T @ :
TN - O o

Click here to see the participants

Click here to
start Chatting

Click here to Mute audio

Staff Meeting ~ r° -
A

Click here to disable Camera

[ Click here to close the meeting ]

After your speech / interaction, the microphone symbol will be disabled by the
person who started the meeting. Since possibility for recording can be done without
the knowledge of the participants, please do not speak after your presentation till
the microphone is disabled.

Do not switch off when you want to leave as your absence will be indicated and you
will miss the deliberations from being heard.

Possibility for calling over phone the person who started the meeting helps when
the microphone fails.

In the event of internet failure (unexpectedly), rejoin the meeting at which time
your profile will come as last. In other words, participation is first come first serve

basis for reflecting in the screen. However, opportunity for speaking first and the
subsequent sequence is dependent on the person who started the meeting.

Thank you...

Please feel free to contact anzarta@gmail.com for any clarifications / guidance.
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