
STEP 2:  OPENING OPTIONS
• You can MUTE your microphone 
• You can stop your video 
• You can add these if/when needed
• Click Join Now 

STEP 1:  LOGGING ON
• Go to your Google Classroom you wish to share
• Go to the STREAM page
• MEET LINK: This is your Google Meet connection 

link with your class
• You can share this link.  Right click on it and        

copy link address. 
• Post it on the Stream or on Assignments with the 

time you wish them to connect. 

STEP 3:  SCREEN OPTIONS
• There are a few Screen options available to you 
• If you click on the screen these should come up 

at the base

Mute Video Raise 
Hand

Closed Captions
(for live subtitles) 

Live Messages

Present Now
For presenting Materials

Other Options

End Call

STEP 4:  RECORDING YOUR SESSION
• There THREE dots at the bottom right hand 

corner  allow you Other Options
• One of these is to record your session – should 

you wish to use it as revision material later. 



STEP 5:  PRESENTING
• One element many of us want to do is to 

present through Meets. 

• This is easy – Just go to PRESENT NOW
• It will give you a choice – your entire screen / 

a Window or a Tab
• Look over what you want before sharing. 

• Click the one you want from Window and 
click SHARE

• Go to full presentation and begin to talk 
through it as you would 

• Click stop Sharing when you have completed

• STUDENTS CAN INTERACT IN VARIOUS WAYS:
• There is an option to LIVE MESSAGE
• They can also RAISE THEIR HAND if needed
• They can unmute and talk 

• HOUSE KEEPING 
• It may be best to give clear instructions at different points. You may want them to MUTE or 

turn their VIDEO OFF for example
• Give instructions to keep questions for regular stages
• Don’t make a presentation too long. 5 minute ‘Chunks’ are optimum.  

• REMEMBER: If you share your entire screen for 
presenting you need to ensure that SIMS and emails 
are closed


