
How to setup a Google Meet meeting: 
1) Log into your WTS email account, go to the upper right-hand corner and click on the nine-dot square, 
then select Calendar.  
2) Click "Create" to make a new event on your calendar and select the "More Options" button. 

 
 
3) Fill in the event as you normally would and then click the “Add Google Meet video conferencing” 
button. That will automatically create the video conference and joining information once the event is 
saved and add it to the event. Be sure to add all guests to the event via the "Add Guest" option, so they 
receive the video conference joining information. Click "Save" when done. 

 



How to start and join a Google Meet meeting: 
1) Log into your WTS email account, go to the upper right-hand corner and click on the nine-dot square, 
then select "Calendar". You can also go straight to "Meet" and select the meeting you want to join.  
2) Click on the event of the video conference you are trying to start or join and select "Join Google 
Meet" to start/join the video conference or use the information provided to join by phone.  

 
 
3) The web browser will ask that you allow your camera and microphone to be used, you Must allow 
them to be used or you will not be able to use your camera or microphone in the meeting.  

 
 
 



4) Once you allow your camera and microphone, it will test that both are working, and you will see 
yourself. Now is the time to adjust the camera view, as you are not in the meeting yet. When ready, click 
"Join Now" to join the meeting. If you see your microphone or camera is red like in the picture, they are 
muted. To unmute, click on the appropriate icon and it will turn black and white. Red is muted, black 
and white is live.  

 
 
There is also the option to share your screen or just one application with the meeting. To do so you 
would select the "Present" option and pick what screen or application you want to share, click "Share" 
when ready. To get to application windows, click on "Application Window" tab.   

 



5) When you are ready to end the meeting, click on the red phone icon. 

 
 
 
Below is a link to a Google help page that further explains how to use Google Meet.  
 
Link: https://support.google.com/a/users/answer/9300131 
 

https://support.google.com/a/users/answer/9300131

