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How do I get to Google Meet?

Go to your internet 

browser and type 

“Google meet” into the 

Google search bar. 

Select the first 

option.

Go to the “waffle” icon 

and click on “Meet”.
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How to create a new meeting: Come one, come 
all!
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                    Creating an instant meeting

After opening Google Meet, click on 
“New Meeting”.
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                Creating an instant meeting cont’d

Once this menu appears, 
click on “Start an 
instant meeting”.

This screen will appear, prompting you 
to turn on your camera and mic. Once 
you’ve done that, click on “Join now”.
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              Creating a meeting for later

Click on “New Meeting”.
Then, click “Create a meeting 
for later”.
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               Creating a meeting for later cont’d

Google meet will create a link that you 
can copy and paste into your google 
search bar or the meeting link section 
in the application.

PRO TIP: To copy the link, 
you can either highlight 
the link and press “Ctrl”/ 
“Command” C or you can 
click on the overlapping 
rectangles.
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               Creating a Scheduled Meeting

Click on “New Meeting”.

Then, click “Schedule in Google 
Calendar”.
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             Creating a Scheduled Meeting cont’d 

You will be brought to 
Google Calendar where 
you can schedule the 
meeting.
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             Creating a Scheduled Meeting cont’d 
In the section labeled “Add 
title”, you can give your event 
a title.

Just below the title is where 
you can change the date and 
time of the event by clicking 
on them. 

You can click on “Add guests” 
to add the names/emails of 
those attending this event so 
that they have a reminder.

Once you’ve edited all event details, 
be sure to click “Save” which is 
located at the top of the screen 
beside the title.
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How to enter a meeting code/link
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              Joining a Google Meet via link:
Once the host of the meeting has sent the link to the meeting to you and 
established the time of the meeting beforehand. It is all up to you, the attendee.

In this example, Alyssa has 
sent me a meet link via 
gmail. All you have to do is click the blue link!

PRO-TIP: if the link is not blue, you need to 
copy and paste it into a new internet 
browser tab. It just means that the sender 
got rid of the “hype-link” property of the 
URL.
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              Joining a Google Meet via link:
Once you click the link, it will open an new tab with the meeting page.

Mute/Unmute Camera On/Off
Change/Add a Background

Click to join 
meeting
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              Joining a Google Meet via code:
Another way the host can invite people into a meet, is to give each attendee a 
code.

The code is “-bfw-mkrs-xwe” 
in this case.

All attendees will type in the code, click enter 
and it will take you to the previous screen 
where you will click “Join”.

BEWARE: If you do not type in the correct 
code, you won’t be able to join the meeting. 16



How to use the chat feature: Conversations on 
the side
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              Chatting on the side

In the top right corner of your 
screen, there is a menu. Click 
on the “Chat” button.

The chat will 
appear on the 
right side. 

In the section 
labeled “Send a 
message to 
everyone”, you can 
type a message. 

Be sure to click 
“Send” which is the 
green paper airplane 
beside the message. 18



How to share your screen
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              How to “present” your screen:
To “present” or “share” your screen, you are going to click on the “Present 
Now” button on your toolbar at the bottom of your screen.

After clicking “Present Now”, you 
will be given three options. Similar 
to Zoom “Share Screen”.
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              How to “present” your entire screen:
If you selected “Your entire screen”, then you will be taken 
to a screen where you will select a monitor to share.

Reminder: We will be able to see everything you see!
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              How to “present” a window:
If you selected “A Window”, then you will be taken to a 
screen where you will select a window to share.

Once you select one window, we will only be able to see that 
screen, meaning you can juggle between windows.
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              How to “present” a window:
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              How to “present” a Chrome Tab:
If you selected “A Chrome tab”, then you will be taken to a 
screen where you will select a tab to share.

This option is the most effective if you want to share a 
video or for animation(ex. White Board) because you can 
choose to share audio and it is less likely to lag/glitch
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              How to “present” a Chrome Tab:
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              How to stop “Presenting”  :
To stop presenting, you must open up the meeting tab. When you are presenting, 
the button in the bottom right corner will be called “You Are Presenting”.

Click on it to open a drop down 
menu. To stop presenting, click “Stop 
presenting”
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           That's all folks
Today we learned…..

✅ How to create a new meeting

✅ How to enter a meeting code/link

✅How to use the chat feature

✅How to share your screen
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