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Hosting a teaching session 
 

To begin a meeting or teaching session with Google Meet, log into your Gmail account. 

      

    
 

 
                                                                                                                          

 

 

Click on the symbol 

and it will display 

all the Google apps. 

 

Find the ‘Google apps’ 

symbol located in the 

top-right corner. 

 

Click on the ‘Meet’ icon. 
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After clicking on the icon, you will be redirected to the Google Meet webpage which appears 

like the image below. 

 

Click ‘Join’ after the URL 

or meeting code has 

been entered. 

 

Enter the meeting code 

or meeting URL of the 

scheduled teaching 

session/meeting in the 

given field. 
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Google Meet will access your 

camera and audio to get ready 

for the session. 

Make sure necessary camera 

and audio settings are already 

done in your device.  

 

The microphone and 

camera can be turned 

off or kept on 

according to 

suitability by clicking 

on their symbols. 

 
Your camera or microphone is switched 

off, if the icons appear red.  

Click on ‘Join now’  when suitable 

camera and microphone settings are 

done. 
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The meeting has been started successfully if this window appears on your computer screen. 

. 

The number of participants is 

displayed here. 

Clicking on the symbol shows 

the name list of the participants. 

 

 

 

Clicking on this symbol opens the chat 

box on the right side where the 

participants of the meeting can type a 

comment or a query.  

 

Click here to 

end meeting 

 

 Click here for turning on 

auto-generated captions 

 

  

For starting presentation click on ‘Present now’. 

The presenters can share their entire and start 

presenting on ‘Slideshow’ mode. 

URL of the 

meeting 

can be 

copied from 

here for 

sharing. 



5 | P a g e  
 

Admitting the students/participants 

 

 

When a participant attempts to enter the meeting, a box pops up with his/her name for 

the presenter to take appropriate action on granting permission for entry. 

 

 

  

Participants who have the meeting code or URL can enter the code on Google Meet 

and click ‘Ask to join’ to get permission for entry into the meeting. 

 

 

Clicking on 

‘Admit’ will allow 

the student to 

enter the 

meeting. 

The action has to 

be performed for 

every participant. 

 

Every time a participant enters or exits the meeting, a pop-up notification appears on 

the bottom of the screen. 
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