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SOP Scope Statement:

e This SOP is designed to share how to create a Google Meet Meeting and share your
screen during a meeting .

Recommended MOSA:

Manager Approver

Anthony DeName IT Fahim Ahmed

How to start a Google Meet Meeting

Start a Google Meet online
1. Go to meet.google.com and sign in to the correct Google account before starting a new
call. If you have multiple Google accounts, use Google's account switcher in the
upper-right corner to change accounts.

1244AM«Thy,Oct27 @ B & i Q

1eetings. g @

'yone.

r secure business
nd available for all.

rlink

Get a link you can share
Click New meeting to get a link you can send to
people you want to meet with
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2. Click the New Meeting button

 Google Meet 12:44 AM -

Premium video meetings.

»
Now free for everyone.
We re-engineered the service we built for secure business
meetings, Google Meet, to make it free and available for all.
{ B3 Enter a code or link ‘
Getal

Click New mee

Learn more about Google Meet
peoplt

3. A pop-up menu appears with several options. Here's what each of those does:

e Create a new meeting for later creates a Google Meet link you can share with
your friends or colleagues. You must use the same link to join the meeting.

e Start an instant meeting gets you into a meeting, where you can invite more
guests to join you or send a meeting link.

e Schedule in Google Calendar takes you to Google Calendar. You can schedule
one-off or recurring meetings and have them show up in the invitees' calendars,
as long as they have a Google account. Google Workspace Essential users don't
have this option.
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How to share your screen during a meeting

1. Once you have joined the meeting you will see in the bottom right corner an icon with
Present Now under it. Click that

@ ~) (o e |m| ;
37 BO00C8e0C

2. A pop-up on your screen will appear. You will be given three options on how you would
like to share your screen. The options are Chrome Tab, Your Entire Screen, and
Application Window. Once you choose your preferred option click Share

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

share.

Chrome Tab Your Entire Screen Application Window

Conee! m
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3. You may receive an error message saying that your screen cannot be shared since
Chrome lacks the necessary permissions . Click on “System Preferences” from the
message as shown below.

| 4
Can't share your screen

Google Chrome might not have permission to use screen

mdaeaambuter. To grant permission, open
System Preferences.

Dismiss

4. This will automatically take you to the Security & Privacy section. Here, choose “Screen
Recording” from the left pane and check the box next to Google Chrome. You may be
prompted to relaunch your browser, but you can refresh the Chrome page and click on
“Present”. (This may need the Admin password to change. Please bring your
laptop to me ASAP to ensure this feature is turned on)

[ ] < i Security & Privacy

General FileVault Firewall Privacy

|||||| Speech Recognition Allow the apps below to record the contents of your
screen, even while using other apps.
Accessibility

| Input Monitoring

i (, Google Chrome

Full Disk Access

Files and Folders

| @ Screen Recording
J
Media & Apple Music + -

_}  HomeKit

Bluetooth

[l Click the lock to prevent further changes Advanced... ?
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5. You will then be notified that you've started sharing your screen or window. To stop
sharing your screen at any point click Stop Presenting in the call and it will stop sharing

your screen.

You're presenting to everyone

Stop presenting

**The process for joining Google Meet on Windows looks the same as it does on Apple devices.
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How to use Google Meet from Google Classroom

Login to classroom.google.com

Select the class you want to start a meeting for.

Click the button that says Generate Link

English
1

(# Meet : ® Announce something to your class

Generate link

In Manage Meet link select Visible to students and then Save

s Manage Meet link

Classroom Meet link
Classroom Meet links offer added safety features. Learn more

https://meet.google.com/any-fped-rcp v

Visible to students



https://classroom.google.com/
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After you save that you will see the same screen as before but now under Meet it will say Join.
Select join to create a meeting for the desired class.

Stream Classwork People Grades

English
1

L Meet : ® nnounce something to your class

Visible to students

Then after selecting allow access to your camera and microphone you can select Join Now
under Ready to join? and begin your meeting.

Anthony DeName
Ready to join?
No one else is here

Join now Present

Camera is off

Other joining options

[0 Use Companion mode

R2 Join and use a phone for audio
) (N
N

O MacBook Pro ... ~ %) MacBook Pro... ~ [k FaceTimeHD... v




