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How to setup online meeting on G-Suite using Google Meet?

Pre-requisites: (PLEASE READ PRE-REQUISITE CAREFULLY)

A. ONLY applicable to G Suite patrons like us, MUST have @necase account (ON THE HOST’S),

receiver can/may be outside @necase domain

B. Make sure camera and microphone is working good in advance

C.

a. Goto URL: https://meet.google.com
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Test the camera and microphone as required. For smartphone, it shall be OK. Click on
Done when you’re OK.

Camers
HP HD Webcam (04125477)

Micrephone
Detault - Headset Microphone (2- Plastrond.. -

Speakers

Default - Headset Earphone (2- Plantranics ) Test

If using browser, Google Chrome is preferred, login with @necase account and if using
smartphone/tablet/iPad, Google Meet (make sure it is not Google Hangouts) should be
download using App store (I0S) or Google PlayStore (Android). The functionality is the same.
Make sure you login with @necase account on the app to make it work
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| will be presenting an idea from Host’s perspective and the recipient perspective with an
example. Pretend we are going to have ONLINE BOARD MEETING

Only speak out by UNMUTING your microphone when necessary and turn to mute when you
turn for speaking is done

A meeting coordinator shall appoint to maintain healthy meeting. He/She shall use round table
or pick the speaker each time

To prevent from unwanted disturbances the organizer has authority to disable the microphone
but IT IS ATTENDEES' responsibility to turn on/unmute microphone (Please mute microphone
when you’re not speaking)

Host’s perspective

1.

Click on Join or start a meeting. It will ask you for meeting code or nickname. (The Host can re-
use this nickname/code repeatedly). For instance, lets assume we are doing online board
meeting. Enter nickname ONLINE BOARD MEETING

™ Meet 9:11AM - Fri. Jan24

4+  Joinor start a meeting

2. Type meeting name and continue. | am typing Online Board Meeting. ALWAYS START meeting,

microphone & camera MUTE/TURN OFF STATE, enable it ONLY if it is absolutely necessary, to
prevent from distraction. Then click on Join meeting.
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3. The following screen appears. Make sure you click on Copy joining info for setting up calendar
notification. IF IMMEDIATE MEETING IS REQUIRED click on Add people and enter the email

address or their phone (We are pretending for future meeting so it is out of scope of this
documentation)

onlineboardmeeting

4. Open new tab, go to https://calendar.google.com . We are pretending it is going to happen on

Feb 1. Please go to that date and confirm the time slot. For our example, it is going to happen
1PM-2PM
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5. Double click at the time slot of starting 1PM on Feb 1. If setting up meeting at our hall click on
Room (Meeting room and Hall are already setup as resources on Google Directory Servers). The
following screen appears.

Q Meet - wve-fiho-gan ® %X M Nepalese Canadian Society of £ X +

&« > @ calendar.google.com/calendar/r/eventedit?overrides=%5Bnull%2Cnull%2C"20200201T130000"%2C"202002017140000"%2C" c3VKZWVwLm 1hbmFuZGhhckBuZWNhe2i

x Add title @@ Ententitie ofithe meeting

°| Feb1,2020 1:00pm to 2:00pm Feb1,2020 Time zone L GheckiSelscticomectiimeiandhimaizone

Enter address, 5624 53Ave. Click on the Rooms and then
Google Maps shall automatically select the available rooms

or if its online type online then
click outside the drop down Guests

@ Add location ; : Add guests
lick on Add conferencing drop
O Al conferenck down, select Hangous Meet

L) A

Guest permissions U_HChQCK
; ; Invite others
(™ Notification » 10 minutes * X Select|Notificationiasirequired O Modify event ¢

3 Invite others

See guest list

[0 aliday Does not repeat ~

Event Details Find a Time

Add notification
{3  SudeepManandhar - @@ ~

) Busy ~ Defaultvisibilty ~ @

B B I U = = & ¥

Add description

6. Since we are doing online, we skip the Rooms selection. Select the calendar and ENTER
MEETING AGENDA and meeting info we copied earlier in Add description box.



Nepalese Canadian Society of Edmonton

ﬁ 5264 53 Avenue NW., Edmonton, AB T6B 3K1

@
necase@necase.ca necase.ca
Q Meet - wve-fiho-gan ® X [ Nepalese Canadian Sccietyof £ X =

€« 2> C @ calendar.google.com/calendar/r/eventedit?overrides=%5Bnull%2Cnull%:2C"20200201T130000"%2C"20200201T 140000"%2C"c3VkZWVwLm 1hbmFuZGhhckBuZWNhc:

X Online Board Meeting m
Feb1,2020 1:00pm to 2:00pm  Feb1,2020 (GMT-07:00) Mountain Time-Edmonton Time zone
[ allday Does not repeat =
Add the attendees email J
Event Details Find a Time Guests Rooms
®  online Add guests
O« © HangoutsMeet ~ X e, Shiva Shankar KC
BOUbIGlC hgc k‘ mge_hngi | D,is,c\qme;t. shivashankarkc@gmail com
Join Hangouts Meet v . Arjun K C
meel. google.com/wve-fiho-gan kearjun@gmail. com
Prekshya Nepal
0 Notification = 30 minutes ~ X ' p_,L_U]__:,‘_ma Ewau,a
Notification = 10 minutes ~ X Nami Shrestl?a
nami shrestha@necase.ca
Add notification
——— Selectithejcalendar orjifiits\Roomineed
3  SudeepManandhar - @ ~ booking|selectithe/Room|Calendar.
Paste the meeting info. and
(1 Busy »~ Defaultvisibility ~ @

agenda. Its good habit to make
meeting link bold

9B I U |E= % /
To join the video meeting, click this link: hitps:/meet.google.com/wve-fiho-gan

Otherwise, to join by phone, dial +1 240-394-8595 and enter this PIN: 551 886 393#

To view more phone numbers, click this link: hitps://tel. meet/wve-fiho-gan?hs=5

More agendas go HERE ® @

7. On the above screenshot, number 3 enter attendees’ email. As of now for board we shall enter

necase-board-member@necase.ca which goes calendar invitation to all the board members
attendees.
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X Online Board Meeting

Feb1,2020 1:00pm to 2:00pm Feb1,2020 (GMT-07:00) Mountain Time - Edmonton Time zone

[ Allday Does not repeat =

Event Details Find a Time Guests Rooms
®  online necase-t|
Q HangoutsMeet ~ X & e
x «  NECASE Bookings
Join Hangouts Meet = B necase bookings@necase.ca
meet.google.com/wve-fiho-gan
NECASE Bookings
T . necase-foom-a@necase.ca
0 Notification ~ 30 minutes ~ X
ﬂl NECASE-BUILDING-NECASE HALL-G..
ne 188akl1imssv4h83h1 bd4midkl
Notification ~ 10 minutes + X s e e

Add notification
(3  SudeepManandhar - @@ ~

) Busy - Defaultvisibilty - @

B B I U = = & ¥

To join the video meeting, click this link: https:/meet.google.com/wve-fiho-gan

8. Now, click on Save. Google Calendar will prompt you to send email to guests. Click Send.

Would you like to send invitation emails to Google
Calendar guests?

@ Dismiss Don'tsend  Send

9. Done
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10. Disconnect the Google Meet on previous tab

onlineboardmeeting

enfineboardmesting ~ o . @ A oA ” FT

Receiver’s /Attendees’ perspective
1. He/She should open necase email and accept the meeting

2. If he/she is enrolled to necase email on smartphone or desktop/laptop/tablet on Google

Calendar, it will prompt you for notification

3. Click on the meeting link on the notification or go to https://meet.google.com (Refer to
screenshot Host’s perspective, step# 1, your meeting link should appear there)

Sharing/Presenting the screen
1. Once you're in the meeting click on Present now button. Select Your entire screen or A window
if you have multiple screen on desktop or if its smartphone, it will prompt you for Broadcast.
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(Note: all your notification will be recorded, make sure to put your smartphone on Do Not
Disturb mode)

2. Click OK to proceed

3. On desktop/laptop/table click on Stop sharing to stop sharing the screen.

Version History
Date Author Comment

a. Initial steps written for setting up online meeting and
1/24/2020 | Sudeep Manandhar | calendarinvitation

b. Meeting rooms and halls and configured on Google Servers




