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Get ready to use Meet 
Requirements for Google Meet 

Before you start a video meeting, be sure you're using equipment that supports Google 
Meet. 

 
Use a supported operating system 

Meet supports the current version and the 2 previous major releases of these operating 
systems:  

● Apple® macOS® 
● Microsoft® Windows® 

● Chrome OS 

● Ubuntu® and other Debian-based Linux® distributions 

 

Use a supported web browser 

Meet works with the current version of the browsers listed below: 

● Chrome Browser.  
● Mozilla® Firefox®.  

● Microsoft® Edge®.  

● Apple® Safari®. 

Meet has limited support in Microsoft Internet Explorer® 11, and Microsoft Edge 
provides a better Meet experience. If you want to use Internet Explorer for Meet, you 

need to download and install the latest version of the Google Video Support plugin. 

 

 
 
 

 

https://www.google.com/tools/dlpage/hangoutplugin
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Allow Meet to use your camera and microphone 

Before you start using Meet, you need to allow access to your computer's camera and 
microphone. 

Allow access the first time you use Meet 

● In a web browser, go to the Meet homepage. 
● Click Start a new meeting. 

● Click Allow. 

Change the setting to allow access 

If you aren’t asked to allow access or if you blocked access before, you can change your 
settings. 

● In a web browser, go to the Meet homepage. 
● Click Start a new meeting. 

● At the top right, click Camera blocked  . 

● Click Always allow https://meet.google.com to access your camera and 

microphone. 

● Click Done. The video meeting automatically connects. If you don't see the 

meeting reload, exit and re-enter the meeting. 

 

Additional hardware and network requirements 

For Meet video meetings, you need: 

● A broadband connection to the internet.  
● A built-in web camera or external USB camera. 

Note: Other devices, such as virtual cameras, might not work with Meet. 

 

http://meet.google.com/
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● 2.2 GHz Intel 2nd-generation i3/i5/i7, AMD equivalent or better, processor to 
support HD video. 

 
Get Meet 

Meet can be accessed from Web: meet.google.com. For Android devices app can be 
downloaded from Google Play and for iOS, it can be downloaded from app store. 

 

Start a Video Meeting 

You can start a new video meeting from your computer or mobile device with Google 
Meet. Before you start it is advised to sign into your G Suite account. 

Schedule a Video Meeting 

It's easy to schedule a Meet video meeting in Google Calendar—just create an event and 
add your guests to it. A video meeting link and dial-in number (if you are a G Suite user) 

is added to a Calendar event either by inviting one or more guests to the event. 

Steps are as follows: 
 

1. In Calendar, create an event. 
2. Click Add guests and enter the 

names or email of the people 
you want to invite. 
Note: participants can be 
invited by sending the Meet link 
you get from the next step and 
also can be added during the 
Meeting progress. 

3. Click Add Google Meet video 
conferencing. A Meet link will 
be provided. 

 
 

 

https://meet.google.com/
https://play.google.com/store/apps/details?id=com.google.android.apps.meetings
https://itunes.apple.com/app/hangouts-meet/id1013231476
https://calendar.google.com/
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4. Click Save and then click Send 
to send invitations to the 
guests.  
  

Start a Video Meeting from Gmail 
1. Open Gmail and in the sidebar, click 

Start a meeting. 
2. In the Meet window, do one of the 

following: 
a. To join using your computer’s 

camera for video and your 
computer's microphone for 
audio, click Join now. 

b. To join using your phone for 
audio, click Join and use a 
phone for audio and then follow 
the on-screen prompts. If you 
join by phone, you can still use 
your computer for video. 

 
 

 
 

 

 
Video: Start a video meeting from Gmail 

 

Start a Video Meeting from Meet 
 

1. In a web browser, 

enter https://meet.google.com. 

2. Click Join or Start a meeting. 

3. (Optional for G Suite users) Create a 

nickname for your meeting and 

enter the nickname. Click Continue. 

4. Click Join now. 

  
 

 

https://mail.google.com/
https://youtu.be/F0yPbd1GlR8
https://meet.google.com/
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5. To add someone to a meeting, 

choose an option: 

a. Click Copy joining info 

 and paste the meeting 

details into an email or 

another app. 

b. Click Add people   and 

under the Invite section, 

select a name, or enter an 

email address and click Send 

invite. 

 

 
 

 

 

 

Note: For Android, Click Here,  For iPhone & iPad Click Here  

 

Join a Video Meeting 
Join a Video Meeting from Gmail 
 

1. Open Gmail and in the sidebar, 

click Join a meeting. 

2. Enter a meeting code (can be shared 

with the participants), then 

click Join. 

Note: From the Meet link, meeting 

code will be last as below: 

meet.google.com/vpn-xvqz-bnc 

  

 

 

https://support.google.com/a/users/answer/9302870?co=GENIE.Platform%3DAndroid&oco=1
https://support.google.com/a/users/answer/9302870?co=GENIE.Platform%3DiOS&oco=1
https://mail.google.com/
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Video: Join a video meeting from Gmail 

 

Join a Video Meeting from a Google Calendar Event 
Find your scheduled meetings in Calendar and quickly join a video meeting. 

1. In Google Calendar, click the 
event you want to join. 

2. Click Join with Google Meet. 
3. In the window that opens, click 

Join Now.  

 

 
 

  
 

 
Video: Join a video meeting from a Google Calendar Event 

 

 

Join a Video Meeting from Meet 

In Meet, you can select a scheduled event or you can enter a meeting code or nickname. 

Select a scheduled event: 

1. In a web browser, enter https://meet.google.com/  

2. Select the meeting from your list of scheduled events. Only meetings scheduled 

through Google Calendar appear on Google Meet. 

 

https://youtu.be/8t20ePJGM6w
https://calendar.google.com/
https://youtu.be/1CdYl9tApRU
https://meet.google.com/
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3. Click Join now. 

Tip:  A chime sounds as the first 5 people join. After that, you’ll receive a silent 

notification for new participants. 

 
Enter a meeting code or nickname: 

1. In a web browser, enter https://meet.google.com. 

2. Click Join or start a meeting. 

3. Enter a meeting code or nickname. 

● The meeting code is the string of letters at the end of the meeting link. 

You don't have to enter the hyphens. 

● You can only use meeting nicknames with people in your organization. 

This feature is currently only available to G Suite users. 

● If your organization has purchased and installed a Meet hardware device, 

you can also type the meeting code or nickname into that device. 

● Leave the field blank to start a new meeting with a new code.  

4. Click Continue and then Join now. 

 

Join a Video Meeting with a Meeting Link URL 

Sometimes there isn’t enough time to schedule a meeting and book a room. With Meet, 
you can join an impromptu video meeting by clicking the meeting link URL sent to you in 

a text or email. 

1. Click the meeting link sent to you in a chat message or email. 
2. Follow the onscreen prompts to join the meeting. 

 

Note: For Android, Click Here,  For iPhone & iPad Click Here  

 

https://meet.google.com/
https://gsuite.google.com/products/hangouts-meet-hardware/
https://support.google.com/a/users/answer/9303069?co=GENIE.Platform%3DAndroid&oco=1
https://support.google.com/a/users/answer/9303069?co=GENIE.Platform%3DiOS&oco=1


Page 8 of 20 

Add People to a Meeting 

You can add people to a video meeting in Google Meet before or after the meeting 
starts. If you start a meeting on the fly from Gmail, you add people after the meeting 

starts. You can also remove people during a video meeting. 

 

Add people to a video meeting in progress 

You can invite people and remove people during a video meeting.  

Choose an option: 

1. On the right, click People     Add people  . 

2. Enter the name or email address   Send invite. 

  

1. In the bottom left corner, click the meeting name. 

2. Click Copy joining info  . 

3. Paste the meeting details into an email, or other app, and send it to the person. 
 

Remove people during a video meeting 

3.  Click People   to expand the side panel. 

4. Select the phone number, click the Down arrow      End call  .  

 

 
Video: Add people to a video meeting in progress 

 

 

https://youtu.be/IfpS72Y8ugs
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Customize Video Meetings 

 

 

Change your view 

● Auto—Allows Meet to choose the layout for you. 

● Tiled—Shows up to 16 people when there is no presentation. 

▪ Move your mouse to see participant names.  

▪ If someone joins after the meeting starts, their image is at the 

bottom of the screen.  

▪ Presentations appear in a large tile, with the most active 

participants to the side. 

● Spotlight—The presentation, active speaker, or pinned feed fills the window.  

● Sidebar—You see the active speaker or presentation with additional participants 

on the side. 
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Change the layout 

1. Join a video meeting on a computer. 

2. In the lower-right corner of the Meet screen, click More  Change layout. 

 

3. In the Change layout box, select the layout that you want to use on your 

computer. 

Tip: Click a participant's image to pin them to the screen.  

 

Pin a participant 

In a participant's thumbnail image, click Pin   . 

 

Remove a participant 
Meetings organized through a G Suite account: A participant from the domain that 

organized the video meeting can remove another participant, if necessary.  

Meetings organized through a personal Google account: Only the event moderator can 

remotely remove another participant.  

In a video meeting, click the Back arrow  point to the person,   click Remove   .  
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Mute a participant’s microphone 

If you have feedback or hear background noise while in a video meeting, you might want 
to mute other people’s microphones. For meetings organized through a personal 

account, only the meeting moderator can mute other participants.  

To mute others, next to the person’s thumbnail, point to Volume    Mute  .  

Tip: For privacy reasons, you cannot unmute another person. Ask the participant to 
unmute their audio. To mute or unmute yourself, at the bottom of the video window click 

Mute  .Phone participants can press *6 to unmute their phone. Any participant can 

mute. 
 

Note: For Android Click Here,  For iPhone & iPad Click Here  

 

Share Resources in a Video Meeting 
Send chat messages to video meeting participants 
You can send messages during a meeting to the other video call guests from a 

computer or mobile device. 

Notes  

● Messages are visible to everyone in the call. 

● You can only see the chat messages exchanged when you are in the meeting. 

 Messages sent before you joined are not displayed, and all messages disappear 

when you leave the meeting. 

 

 

 

https://support.google.com/a/users/answer/7501121?co=GENIE.Platform%3DAndroid&oco=1
https://support.google.com/a/users/answer/7501121?co=GENIE.Platform%3DiOS&oco=1
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Examples on using chat messages 

● Share links to discussion items, such as designs, proposals, agendas, and other 

online resources. 

● Share links to Google Docs meeting notes or Google Slides presentations so 

people can follow along or add feedback. 

● Submit questions during a presentation without interrupting the speaker—then 

answer all the questions in the following Q&A session. 

 

1. Join a Meet video call. 

2. Click Chat   (upper right corner). 

3. Enter a text message and click the Send   icon. 

 

Note: If you want guests to be able to edit a file, make sure you have shared the Google 
file with them. 
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Present during a video meeting 

You can present your entire screen or a specific window in a meeting. While you present, 
you can share information such as documents, presentations, spreadsheets, and more. 

 
For presentation best-practices visit G Suite support.  

 

Tip: Allow notifications. They tell you when your screen is visible. 

 

 

What you can present 

1. Project ideas  

2. Meeting notes, projects, road maps, research 

3. Proposal edits 

4. Classes or conferences that can’t be attended in person 

Tip for G Suite users: Learn how to hold large remote events for up to 250 people.  

 

Present during a meeting 

1. Join a video meeting. 

2. In the bottom-right corner, select Present now. 

3. Select Your entire screen, A window, or A Chrome tab. 

● Presenting a Chrome tab shares that tab's audio by default. 

● If presenting a tab, select Change source at the bottom of your screen to 
present a different tab. 

 

https://support.google.com/a/users/answer/9282978
https://support.google.com/a/users/answer/9799025
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4. Select the content you'd like to share. 

5. Select Share. 

6. If someone is presenting, confirm that you want to present instead. 

 

If your camera is turned on, participants continue to see your video while you're 
presenting. 

 

Stop presenting 

● In the Meet window, click Stop Presenting. 

● In the bottom-right corner, you can also click You are presenting   Stop 

presenting. 

 

Present if someone else is already presenting 

1. In the bottom-right corner, click Present now. 

2. Select Your entire screen or A window. 

3. Select Present instead. 
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If another participant presents their screen you'll get a message saying that your 
presentation is still visible to others. You can click the buttons in the message to end or 

resume your presentation. 
 

Join only to present 

When you join to present, only your computer's window or application is displayed in the 

meeting. No audio or other video is sent or received. 

1. Go to https://meet.google.com/. 

2. Select the scheduled meeting, or click Join or start a Meeting and enter a 
meeting code. 

3. Instead of clicking Join now, click Present. 

4. Select a window or application. 

5. Select Share. 
 

Note: For Android Click Here,  For iPhone & iPad Click Here  
 

 

Record a video meeting 
This feature is available with the G Suite Enterprise, G Suite Enterprise Essentials, and                         
G Suite Enterprise for Education editions. For details, see Compare G Suite editions. 

 

Through September 30, 2020, G Suite customers have free access to advanced Google                       
Meet video conference features, such as larger meetings (up to 250 participants), live                         
streaming, and recording. After September 30, Google Meet feature availability will be                       
determined by the customer's G Suite license agreement. Recorded meetings, however,                   
will stay in the respective owner’s Drive. 

 

https://meet.google.com/
https://support.google.com/a/users/answer/9308856?ref_topic=9545472&co=GENIE.Platform%3DAndroid&oco=1
https://support.google.com/a/users/answer/9308856?ref_topic=9545472&co=GENIE.Platform%3DiOS&oco=1
https://support.google.com/a/answer/6043385
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Who can record a meeting 

You can record video meetings for other people to watch later.  

To record a meeting, a G Suite administrator must turn on recording for your account. 

You can record if: 

● You’re the meeting organizer 

● You’re in the same organization as the organizer 

● You’re a teacher signed in to your G Suite account, but not a student 

What’s recorded in a video meeting 

As a best practice, it’s always good to inform other meeting participants before you 
start recording. 

Recordings include the active speaker and anything that’s presented. Recordings are 
saved to the organizer’s Meet Recordings folder in My Drive. An email with the recording 

link is sent to the meeting organizer and the person who started the recording. The link 

is added to the Calendar event. 

Other windows or notifications are not included. Pinning a participant won’t affect who 
is shown in the recording. 

These people get notified when a recording starts or stops, but can’t control the 
recording: 

● People outside of your organization 

● Mobile app users 

● People who dial in using a phone  
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If a participant turns on live captions during recording, the captions won't be recorded 
and don't open when you play the recording. 

When to record meeting 

Recording meetings is useful when you want to review the meeting later, or share it with 
people who couldn’t attend. For example: 

● Team presentations available on-demand for students and new employees 

● Conference presentations that you want to share with people later 

● Virtual training sessions that people can replay on-demand 

 

 

Start and stop a recording 

Important: Recording is only available with the computer version of Meet. Mobile app 

users are notified when the recording starts or stops, but cannot control recording. 

You can’t record if you join the meeting only to present, such as from a laptop while 
already in a video conference room. Join the video meeting first, start your presentation, 

and then record. 

1. Open Meet   Start or Join a meeting. 

2. Click More  Record meeting. 

● If you have trouble, go to I can’t find the recording button. 

3. Wait for the recording to start.  
Other participants are notified when the recording starts or stops. 

4. When you finish, click More  Stop recording. 

 

https://meet.google.com/
https://support.google.com/a/users/answer/9302870
https://support.google.com/a/users/answer/9303069
https://support.google.com/a/users/answer/7380413#record-button
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● The recording also stops when everyone leaves the meeting. 

5. Click Stop recording again to verify. 

6. Wait for the recording file to be generated and saved to the meeting 
organizer’s My Drive > Meet Recordings folder.  

7. An email with the recording link is sent to the meeting organizer, and the person 
who started the recording. 

 

Play, share, download, or save a recording In Google Drive 

Recordings save to the meeting organizer’s My Drive > Meet Recordings folder. 
However, if the organizer changes or if the meeting occurs outside of the scheduled 

Calendar time, the recording link is sent to the original event creator. 

To share a recording: 

1. Select the file   Share  .  

2. Or, click Link     paste the link in an email or chat message. 

For best results, download the recording and then play it from your computer: 

1. Select the file and click More   Download  .  

2. Double-click the downloaded file to play it. 

● In Drive, double-click the recording to play it. “Still processing” appears 
until the file is ready for online viewing. 

To add a recording to My Drive, select the file and click Add to My Drive  . 
 

 

https://drive.google.com/drive/my-drive
https://drive.google.com/drive/my-drive
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From an email link 

An email with the recording link is sent to the meeting organizer and the person who 

started the recording. 

1. In the email, click the link and wait for the recording to open. 

2. Select an option: 

● To play the recording, click Play   . 

● To share the recording, click More  Share. Enter usernames or email 

addresses and click Done.  

Tip: You can also copy and share a link. 

To download the file, click Download. 

To add the recording to the current folder, click Add to My Drive  . 

 

In the Google Calendar event 

If the recording starts at the scheduled meeting time, the recording links to the Google 

Calendar event. Meeting participants in the same organizational unit as the meeting 

organizer are automatically granted access to the recording. This only applies to 

meetings created via a Google Calendar.  

 

 
Video: How To: Record a meeting in Google Meet 

 

For more settings and troubleshooting refer: G Suite Learning Center 

 

https://youtu.be/oEaVap0yzrg
https://support.google.com/a/users/answer/9282720?visit_id=637254561099740905-1881134484&rd=1#!/

