
Conferencing Software and You! 
So ȅƻǳ ƴŜŜŘ ǘƻ ŎǊŜŀǘŜ ƻǊ Ƨƻƛƴ ŀ ƳŜŜǘƛƴƎ ōŜǘǿŜŜƴ ȅƻǳǊǎŜƭŦ ŀƴŘ ŀ ǎǘǳŘŜƴǘ ŀƴŘ ȅƻǳΩǾŜ ƴŜǾŜǊ ǳǎŜŘ 
video- (and/or) audio-ŎƻƴŦŜǊŜƴŎƛƴƎ ǎƻŦǘǿŀǊŜ ŀǎ ŀ ƳŜŜǘƛƴƎ ŎǊŜŀǘƻǊ ŀǎ ŎƻƳǇŀǊŜŘ ǘƻ άŎƭƛŎƪ ǘƘƛǎ 
Dƻ¢ƻ²ŜōƛƴŀǊ ƭƛƴƪ ǘƻ Ƨƻƛƴέ ǘȅǇŜ ƻŦ ǘƘƛƴƎΦ ²ŜΩǊŜ ƘŜǊŜ ǘƻ ƘŜƭǇ ƎŜǘ ȅƻǳ ǘƘǊƻǳgh it. 
 
Basically, there are three parts to any meeting software ς creating a meeting, hosting a 
meeting, and joining a meeting. You, the university staff member, are going to create that 
meeting and probably host it. Your student will join the meeting. 
 
N

https://hangouts.google.com/
http://gmail.com/


Create a new event with a video meeting 

When you add a guest to an event, a video meeting link and dial-in number are added automatically. 

Alternatively, you can click Add conferencing. 

Note: Guests can forward the meeting link to other people. If someone tries to join who was not invited to 

the Calendar event, a meeting participant from your organization must accept their request. 

1. Go to Google Calendar and create an event. 

2. On the Guests tab, click Add guests and enter the email addresses. 

3. Click Save. 

4. Click Send to send the invites. 

Guests receive an email with the event information and a link to the video meeting. 

 
 

Joining a Google Meet 
LŦ ȅƻǳǊ ǎǘǳŘŜƴǘ ŘƻŜǎƴΩǘ ƘŀǾŜ ŀ aŜŜǘκD {ǳƛǘŜ ŀŎŎƻǳƴǘΣ ǘƘŜȅ Ŏŀƴ Ƨƻƛƴ ȅƻǳǊ ƳŜŜǘƛƴƎ ōȅ ƎƻƛƴƎ ǘƻ 
https://meet.google.com/_meet and entering a meeting code you have previously sent via 
email or a Navigate notification. 

https://calendar.google.com/
https://meet.google.com/_meet

