Year 3/4: How to use Google Meet for Class Catch-ups

Instructions for Year 3/4 students
Step 1: Open Google Chrome web browser

Set up your browser in a few simple steps

Make Chrome your own
[ ]
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Check that you are signed out of other google
accounts. The Profile icon on the top right
corner should be grey:

If the Profile icon is not grey, you
will need to Turn off Sync (Go to Step 2).
If the Profile icon is grey, go to Step 7.

Set up your browser in a few simple steps

Make Chrome your own
[e= ]

Already a Chrome user? Sign in
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Step 2: Turn off sync. Click on the 3 dots on the top right.

Step 3: Click settings.

rowser in a few simple steps

rome your own

ady a Chrome user? Sign in

— X
* O

MNew tab Ctrl+T
MNew window Ctrl+MN
New incognito window  Ctrl+Shift=N
Histary
Downloads Ctrl+]
Bookmarks
Zoom - 100%
Print... Ctrl+P
Cast...
Find... Ctrl+F
Mare tools
Edit Cut Paste
Settings \
Help
Exit
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Step 5: Click Turn off.

X MNewTab x | + - X

Q, Search settings

By Your browser is managed by your organization

You and Google

12kclassroom 12kclassroom
X X . Turn off
® syncing to 12kelassroom@olwkingsbury.catholic.edu.au
Sync and Google services »
Manage your Google Account A
Chrome name and picture »

Import bookmarks and settings

Step 6: Click Clear and continue.
You are now signed out of the google
account. The Profile icon should now look grey.

Turn off sync and personalization?

Because this account is managed by olwkingsbury.catholic_edu.au, your
bookmarks, history, passwords, and other settings will be cleared from this
device. However, your data will remain stored in your Google Account and can be
managed on Google Dashboard.
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Step 7: Turn on Sync for 3/4 Classroom. Click on the 3 dots on

the top right.

Step 8: Click settings.

rowser in a few simple steps

rome your own

ady a Chrome user? Sign in

= *

* O
Mew tab Ctrl+T
Mew window Ctrl+M

New incognito window  Ctrl+Shift+N
History

Downloads Ctrl+]
Bookmarks

Zaom - 100% =

Print... Ctrl+P
Cast...

Find... Ctrl+F

Mare tools
Edit Cut Copy Paste

Settings «

Help

Exit
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Step 9: Click Turn on Sync

Q, [search settings

You and Google

Get Google smarts in Chrome

Turm on Sync...
Sync and personalize Chrome across your devices
Sync and Google services b
Chrome name and picture »
Import bookmarks and settings »

Step 10: Enter the username/email for Year 3/4 Classroom:
34classroom@olwkingsbury.catholic.edu.au. Then click Next.

Google

Sign in to Chrome

Sign in with your Google Account to get your
bookmarks, history, passwords and other settings
on all your devices

Email or phone
[ 34classroom@olwkingsbury.catholic.edu.au

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

Create account
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Step 11: Enter the password: 34classroom. Then click Next,

Google
Welcome

@ 34classroom@olwkingsbury.catholic.edu - ¥

34classroom © [ G

[ Enter your password

Forgot password? m

English (United Kingdom) - Help Privacy Terms

Step 12: Click on Link Data, then click on Yes, I'm in.

Link your Chrome data to this account?
M7 This account is managed by olwkingsbury.catholic.edu.au

You are signing in with a managed account and giving its administrator control cver your
Google Chrome profile. Your Chrome data, such as your apps, bockmarks, history,

passwords, and other settings will become permanently tied to 2 New Tab * +
S6classroom@olwkingsbury.catholic.edu.au. You will be able to delete this data via the

Google Accounts Dashboard, but you will not be able to associate this data with ancther

Link data Cancel f

account. Learn maore

Turn on sync?

Sync your bookmarks, passwords, history, and mare on all your devices

Google may use your history to personalize Search, ads, and other Google

services

¥ou can always choose what to sync in settings.

Settings

Web Store Add shorteut

Cancel
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Step 13: Click on the Home icon Q on the top left.

Sign in - Goo... Web Store Add shortcut

Step 14:
If the Home icon does not appear, you can type this link into
the URL line: classroom.google.com/h

F4 Classes b4

< C 1{} & classroom.google.com/h

Google Classroom
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Step 15: Click on 34 Classroom

New Tab X | £ Settings X Y Classes x  + - X
&« c @ classroom.google.com/h B -l n :
I Apps olwkingsbury.cathalic.eduau bookmarks

= Google Classroom + g

34 Classroom

Nicholas Agathos

X l £ Settings X [ 34 Classroom X +

sroom.google.com/c/MTizODM3MzExNzQ1

ry.catholic.edu.au bookmarks

om Stgbam Classwork People

34 Classroom

Meet link https://meet.google.com/lookup/dvfcsczvix Q
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Step 17:

Click on Dismiss.
Allow Microphone. & Use your microphone
Allow Camera. W Use your camera

meet.google.com wants to

Allow

Block

New Tab X | £ SWngs X | [ Prep Classroom X @ Meet-der-izku-roc X &) Something wentwrong X | Mew Tab

[¢] 8 mest.google.com/Rer-izku-roc?authuser=08hs=179

i Apps q X
meet.google.com warlgs to

& Use your microphene

W Use your camera

Block

Allow Meet to use your camera and microphone

Step 18: Click Join now.

Mew Tab X | 2 Settings X | B Prep Classroom X @ Meet-derizku-roc X @) Something wentwrong X | New Tab x| +

c @ meetgoogle.com/der-izku-roc?authuser=08ths=179
H Apps

q x
meet.google.com wants to

& Use your microphone
Q Meg

W Use your camera

Allow Block

Camera is starting Present

Other opticns

2 Join and use a phone for audio
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Step 19: Mute your microphone. Once you have joined the
Google Meet, you will need to mute your microphone.

Hover or put your mouse cursor over the bottom edge of the
Google Meet window until the microphone/call toolbar pops
up. If you are using the iPad, tap the bottom edge of the
screen and the toolbar will appear.

On this toolbar, you will see three large circular buttons in the
middle. To turn off (mute) your microphone, click or tap on
the button that looks like a small microphone icon. This icon
will turn red. When your teacher asks you to speak, turn your
microphone back on (unmute) by clicking on the
microphone button in the toolbar again.

Your microphone is off — e -~ [

Your microphone is on — 0, ~ W]

During the Google Meet, we need to be polite and avoid
adding noise while other people are talking. Raise your hand
if you would like to speak. Only unmute your microphone
when the teacher tells you to. Please note: Your teacher can
mute your microphone but cannot unmute you. You will need
to unmute the microphone yourself before speaking.
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Step 20: How 1o see everyone in the Google Meet. You will

only see your teacher on the screen. To see everyone on the
screen, click on the Google Meet Grid View on the top right
and check the box enable grid view:

Q Meet - der-izku-roc ® X NewTab

#| Enable Grid View

Only show participants with video

Highlight speakers

¥| Include vourself in the grid

Enable grid view by default

Enable Screen Capture Mode

w2020.4.20 Please insiall Chris Gamble's official release by clicking_here.

This is an example of what Grid View would
look like on your screen. Grid View will
allow you to see your teacher and all the
students in your classroom who have
joined the Google Meet.

Please note: this function will only work if you
are using a PC computer/laptop, Mac Book or
Chrome Book. If you are using an iPad, you

will only see one person (the teacher or
whoever is talking) on your screen.
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Step 21: At the end of the meefting, click the x on the Google
Meet tab to leave the meeting. Your teacher will be the last
person to leave the Google Meet.

rep Classroom x Q Meet - der-izku-roc * Q Something went

;=179

Repeat steps 1 - 21 to join a meeting

in a different classroom

If you have a brother or sister at the school who will be using
the same computer to join a meeting, you will need to Turn off
sync, and start the process again.

Your brother or sister in a different class will have to use a
different username and password 1o join a meeting.
Seesteps 1 -21.

If you do not share your computer with anyone else, you do
not need to turn off sync. Leave the same account signed in
so that you can use the computer for the next social catch-
up in Google Meet.




(@) Expectations when using Google Meet

’ 12 1. Be on time for the meeting.

. Be dressed in appropriate
clothing for the meetling.

. Have your microphone on
mute until the meeting
starts.

. MakKe sure that you are in a
safe and quiet location.

. Raise your hand if you
would like fo speak.

. Be respectful fo others
talking.

. Turn your microphone on
when it is your turn to talk.

. Turn your microphone off
when others are talking.



