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Hangouts setup for administrators In this guide 1. Install Hangouts and tailor settings 2. Start a chat and video call 3. Explore features and mobile Hangouts 4. Set up Hangouts for your team



What you’ll need ● A computer with a camera & microphone ● A Google Apps Admin account ● 30 minutes



Meet Hangouts Chat and make video calls with one coworker, or as many as 15 people. You can start a Hangout on your computer and continue it on your phone. All you need is a browser to connect. Take a look at this video to see what Hangouts can do!



1. Tailor settings



2. Start talking



3. Make video calls



4. Explore Hangouts



Find Hangouts in your Google Admin console To begin, let’s go to the Talk/Hangouts page in your Admin console: 1. Sign in to your Admin console with your full Google Apps email address and password. 2. Click Google Apps on your console’s dashboard. 3. Click Talk/Hangouts in your list of services.



5. Train your team



Click a step to browse.



1. Tailor settings



2. Start talking



3. Make video calls



4. Explore Hangouts



5. Train your team



Make recommended Hangouts settings From the Talk/Hangouts page in your Admin console, click Sharing settings. Then scroll down to find the following settings. Hangouts is set up to give your users the best experience, but you can also change some of these settings to comply with your company’s policies. Save your changes when you’re done. Sharing options



Warn users when they have a Hangout outside of the domain. Allow users to chat outside the domain.



Chat invitations



Automatically accept invitations between users within the domain.



Additional services



Allow users to place voice and video calls from Hangouts.



Chat history



Default history off for all conversations (users can turn history back on) Learn more: Hangouts settings



1. Tailor settings



2. Start talking



3. Make video calls



Navigate to more settings To make more recommended Hangouts settings, visit the Sharing settings pages for other Google Apps. 1. From the Sharing settings page for Talk/Hangouts, find the navigation bar at the top of the page, right under the search bar. 2. Click the back arrow twice to reach the Google Apps page. 3. From here, you can access settings for many Google Apps services, including Calendar and Contacts.



4. Explore Hangouts



5. Train your team



1. Tailor settings



2. Start talking



3. Make video calls



4. Explore Hangouts



5. Train your team



Make recommended Hangouts settings On your Calendar Sharing settings page, you can add Hangouts video calls to all of your users’ new calendar events. If you frequently set up meetings with people outside of your organization, we recommend turning this feature off. You can always add a video call to an individual event. Video calls



Automatically add video calls to events created by a user



On your Contacts Sharing settings page, enable contact sharing to warn users when they are chatting outside your company’s domain. Contact Sharing



Automatically share contacts within your domain.



Tailor settings



2. Start talking



3. Make video calls



Try out Hangouts on your computer So far, you’ve turned on Hangouts and chosen some key settings for using Hangouts on your domain. Now, let’s take a look at using Hangouts to communicate with your team, your partners, and your clients.



4. Explore Hangouts



5. Train your team



Tailor settings



2. Start talking



3. Make video calls



Turn on Hangouts Chat in Gmail Before your organization can start using Hangouts for chat, each person has to turn it on in Gmail. Have each team member follow these steps: 1. Open your Gmail inbox. 2. Find the chat list on the left side of your inbox and click the gray, downward arrow next to your profile picture. 3. Click Try the new Hangouts. Your chat will refresh and (if you have contacts from your email address) you’ll see pictures next to people’s names, instead of just circles. Note: if you don’t see this option, you’re already using the new Hangouts!



4. Explore Hangouts



5. Train your team



Tailor settings



2. Start talking



3. Make video calls



4. Explore Hangouts



5. Train your team



Start talking Once you enable the new Hangouts, you’ll have the option to talk in two ways: chat and video calls.



Send a quick note to a coworker with chat, or click the camera icon to start a discussion with multiple people on a video call. It’s up to you.



Tailor settings



Start talking



3. Make video calls



4. Explore Hangouts



5. Train your team



Prepare for a video call Let’s make sure you have what you need to try a video call. Here’s what you’ll need to do: 1.



With Chrome… You’re ready to go.



With another browser… Install the Hangouts plugin when asked by your browser after entering a video call. 2. A Google account. You already have one, but your guests might not.



Tailor settings



Start talking



3. Make video calls



Start a Hangouts video call from Gmail Now it’s time to test out Hangouts video calls. Make sure your device has a camera and microphone. 1. Open Gmail. 2. Pick a person from your chat list by clicking their picture. 3. Once the chat window opens, click the



video call icon.



4. Their computer or mobile device will “ring,” and they can accept your call. Now let’s take a quick look at some key elements of the video call window...



4. Explore Hangouts



5. Train your team



Tailor settings



Start talking



Hold a video call



3. Make video calls



Invite people



Here are some key icons to remember while holding a video call. Try them out to hold worry-free Hangouts with your team.



Apps and Extras



4. Explore Hangouts



Mute



5. Train your team



Leave call



Tailor settings



Start talking



3. Make video calls



4. Explore Hangouts



Share your screen during a video call It’s great to talk with far-away coworkers, but sometimes you need to show and not tell. Let them see exactly what you do by sharing your screen. 1. Start a video call. 2. Click Screenshare on the left side of the screen. 3. Choose whether you want to share your whole desktop or a particular window.



5. Train your team



Tailor settings



Start talking



Explore more You’ve set up Hangouts on your domain, and given chat and video calls a test drive. Now we can cover a few more details that will help you and your team get work done: ● Schedule a video call ● Set up Hangouts on other devices ● Install Hangouts on your desktop ● Explore advanced features



Make video calls



4. Explore Hangouts



5. Train your team



Tailor settings



Start talking



Make video calls



Set up Hangouts on your other devices Now that you’ve set up Hangouts for your computer, download the app for your mobile devices so you can chat and video call on the go! 1. Go to google.com/hangouts on your mobile phone or tablet. 2. Download the app for Android or iOS.



4. Explore Hangouts



5. Train your team



Tailor settings



Start talking



4. Explore Hangouts



Make video calls



5. Train your team



Schedule a video call in Google Calendar You can automatically add video calls to every meeting in Google Calendar. 1. Open Google Calendar. 2. Click Create. 3. Click Add video call. (You can also add video calls automatically to all employees’ calendar entries.) 4. Add your guests. 5. Send your invitation!



Note: Guests can join the video call at any time, not just the exact time and date you’ve set for the meeting.



Learn more: Events with video calls



Tailor settings



Start talking



Make video calls



Join a video call from anywhere Gmail 1. Open a Gmail message with a link to a video call. 2. Click the video call URL. You can also join a video call from your mobile device by clicking the video call link in the Gmail app. Calendar 1. Open a Calendar invitation with a video call. 2. Click Join meeting.



4. Explore Hangouts



5. Train your team



Tailor settings



Start talking



Make video calls



4. Explore Hangouts



5. Train your team



Get Hangouts on your desktop Answer Hangouts chats right from your desktop. The Hangouts Chrome extension icon will appear in the top right of your Chrome browser. When you receive a chat, your conversation will appear in the bottom right corner of the screen, even if you don’t have a Chrome window open. 1. Open a Chrome browser. 2. Go to the Chrome extension. 3. Click + Free. 4. Click Add.



Tailor settings



Start talking



Discover advanced features Hangouts offers even more features to help you and your team get work done. Here are some options to try. ● Hangouts on Air: Broadcast to a larger group and send your message out to the world. ● Remote Desktop: Let users help each other by controlling a video call partner’s computer.



Make video calls



4. Explore Hangouts



5. Train your team



Tailor settings



Start talking



Make video calls



Explore Hangouts



5. Train your team



Communicate with your team Now that you’ve set up Google Hangouts for your organization, it’s time to help your team get started. 1. Introduce Hangouts by sending this email template. 2. Help your team do these two things before they start using Hangouts: ● Turn on Hangouts in Gmail. ● Install the Chrome extension.



Tailor settings



Start talking



Make video calls



Explore Hangouts



Train your team For more training resources, visit the Google Apps Learning Center at learn.google.com.



Visit the Learning Center



Other recommended resources: ● Hangouts Help Center



5. Train your team



Congratulations! You’ve set up Hangouts for your organization. Now you know how to: Tailor Hangouts settings Download apps and plugins Start a video call and share your screen Schedule video calls



Was this guide useful to you?



Send feedback
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Allow users to place voice and video calls from Hangouts. .... For more training resources, visit the Google Apps Learning Center at learn.google.com. 
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