[bookmark: _GoBack]How to access a Google Meet 
Working on a laptop or desktop (see below for Working on a Smart Phone or Tablet)
It works best if you are using Google Chrome as your browser – if you don’t have it, you can download it here: https://www.google.com/chrome/
You will be unable to use Google Meet if your browser is Internet Explorer
1. Open Google Meet by using this link: https://meet.google.com/
[image: ]
If somebody is already signed into Google Meet, you will be taken straight into the meeting page which looks like this (the background picture changes daily):
If the person signed in is NOT you, you will need to sign them out before you can sign yourself in – see below for instructions on How to Sign out of Google.
If it is you who is signed in, then you can skip to step 4 to join a meet.
	

1. [image: ]If nobody is signed in, the link above will take you to a screen that looks like this: 

You can then click on the Sign in button found in the top right-hand of the page. 
[image: ]






1. [image: ]Clicking on the Sign in button will open another window that looks like this:
In the box where it asks for your Email or phone, you will need to enter your USO username (this is the username you use to log onto the computers at school – it will end in .306) followed by @gsuite.pegasusacademytrust.org (see the example below – you may want to copy and paste this to avoid making errors).  
Then click Next.  You will be taken to the next page where you will be asked to enter your password.  This will be the normal password that you use with you .306 password.  Then click Next.  
[image: ]If you cannot remember these details, please contact your teacher by emailing your year group email.



1. [image: ]You should now be on the this screen (the picture changes daily) and can start to join a meet.
To join a meeting, click on + Join or start a meeting.
[image: ]




1. [image: ]You will now be asked to enter a nickname/meeting code for the meeting that you are joining.  You will find this on the home learning page, your class blog or your teacher will have notified you of it via text.

Once you have typed the nickname/meeting code, click continue.  





1. You should now be able to see yourself on the screen next to a green button saying Join now.  Click this button and you will be taken into the meeting.

[image: ]
NB: Once you are in the meeting, you may be asked to mute your microphone and switch off your camera.  This enables the meeting to run more smoothly especially if there are lots of participants.  You will be able to unmute and put your camera back on at the end of the meeting to say goodbye before you leave.  

Working on a Smart Phone or Tablet
1. Firstly, you will need to download Google Meet from your app store.

2. You can then Sign into the Google Meet app using your .306 username (see step 3 above in Working on a laptop or desktop).

3. Click on the button called Meeting code and enter the Meet nickname/meeting code.  You will find this on the home learning page, your class blog or your teacher will have notified you of it via text.

Once you have typed the nickname/meeting code, click Join meeting and you will be entered into the Meet.  







How to Sign Out of Google

1. [image: ]When you open Google Meet, if somebody is already signed into Google Meet, you will be taken straight into the meeting page which looks like this (the background picture changes daily):
If the person signed in is NOT you, you will need to sign them out before you can sign yourself in.
If it is you who is signed in, to back to step 4 above

[image: ]
2. To sign out, you will need to click on the smallest letter in the top right-hand screen which looks like this:

[image: ]
3. This will open a screen that looks like this:

You can now click on Sign out.

Once you have signed the other person out, 
[image: ]you can sign yourself in as per the instructions 
above
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