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HR Representatives: Guidance on Creating a Google Hangouts Meeting to Verify I-9 Section 2


Creating a Google Hangouts video meeting via Outlook
0. Create a new calendar appointment.  
0. Locate the Hangouts Meet icon in the toolbar.  Select Add Meeting. (See information in Appendix to add Hangouts Meet to your toolbar.)  
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0. The following information will be added to the email:
[image: Hangouts Meet]
Hangouts Meet joining info
https://meet.google.com/drn-etbh-ovm
Or dial: +​1​ ​9​0​4​-​7​1​7​-​5​1​2​8 PIN: 2​8​2​ ​xxx​ ​xxx​#
First time using Meet? Learn more

0. Update the appointment accordingly.  Press Send.
0. To start the meeting, click on the link in the invitation.  The Google meeting will open in a web browser.  Click Join Now or Present to start the meeting.

More Info
· G Suite Learning Center: Hangouts Meet training and help

Other collaborative tools available
· WebEx
· MS Teams
· Skype
· Zoom
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New Employees: Guidance on Joining a Google Hangouts Meeting to Verify I-9 Section 2


Joining a Google Hangouts meeting
a. Invitees of a Hangouts video meeting will receive with the following email:
[bookmark: _GoBack][image: Hangouts Meet]
Hangouts Meet joining info
https://meet.google.com/drn-etbh-ovm
Or dial: +​1​ ​9​0​4​-​7​1​7​-​5​1​2​8 PIN: 2​8​2​ ​xxx​ ​xxx​#
First time using Meet? Learn more
b. To join the meeting, click on the link in the invitation.  The Google meeting will open in a web browser.  Click Join Meeting to enter the meeting.

More Info:
· An invitee can connect to the meeting on a mobile device or a computer with a camera.
· G Suite Joining a Meeting How to Video
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Appendix: Adding Google Hangouts Meet to Outlook

Outlook Desktop Client: Adding Google Hangouts Meet
1. Within the Outlook desktop client locate the Get Add-ins button in the toolbar.
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1. Within the Add-ins window, search for hangouts
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1. Click Add
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Outlook Web App (OWA): Adding Google Hangouts Meet
1. Go to https://email.wisc.edu/login/ to access Outlook online.  Go to the Calendar and click the New Event button.
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1. In the Calendar event window locate the “…” button and select Get Add-ins
1. Within the Add-ins window, search for hangouts
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1. Click Add
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