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3tipsfor the best Google Hangout meeting

Want to use Google Hangout effectively and successfully without driving people crazy? Here are afew
important things to keep in mind.

When done properly, video meetings, especially through Google Hangouts, can bring remote groups together.

But when done incorrectly, the Google Hangout can be a huge waste of time, not to mention it is extremely
distracting.

Want to use Google Hangout effectively and successfully without driving people crazy? Here are a few
important things to keep in mind.

1. Plan like any other face-to-face meeting in the office

In general, not being in person for a meeting does not mean that you can relax your preparations. After all, you
still want your meeting to happen as quickly as possible, right?

Please plan everything! If you're the meeting organizer, you can send a brief schedule in advance so everyone
knows what to expect and what to prepare. If you are not running the meeting, ask the organizer to send a short
email stating the main points of the meeting.

Y ou can easily avoid wasting time, by making sure everyone knows what they should be prepared for and ready
tojoin right after signing in.

A tip is to use the chat feature on the Google Hangout on the right side of the screen to quickly write down a
brief schedule that everyone can refer to. This is like a suggestion to make it easier for people to follow and
focus.
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Plan like any other in-office meeting
2. Discussthe format of the previous meeting

Google Hangouts may be more annoying than face-to-face meetings. When you and a group of people are sitting
in aroom, you can easily capture body cues to find out who will speak next or what the overall feeling of the
meeting is. But when you're sitting in front of a computer screen, you can't see anything else except the people's
faces. So things will be alittle harder.

Again, you can reduce the discomfort during the meeting by letting everyone know in advance the format of the
meeting. Let people know in what order they will be asked to present their members so that they are well
prepared.

3. Take advantage of the available features of Google Hangout

Many people don't know that some icons can be a lifeline in a meeting, especialy if you're trying to make it
happen as quickly as possible.

The small microphone icon is a mute button. Use it if your surroundings are a bit noisy or if you are typing
something while others are talking. It's agreat courtesy to others in the Hangout.
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The small microphone icon is a mute button
Also, if you are in a meeting where everyone needs to see a document or website at the same time, use the
Google Hangout screenshot option.

Google also has alot of other apps that are specific to Hangouts, so make sure to review and find out what works
best for your team. Y ou can find anything you need to make the Hangout run efficiently and bring more fun.

In general, Google Hangout meetings can be as effective as live meetings, just need a little practice and a
thorough planning in advance. In addition, you can refer to: 6 software for online meeting, best online
conferencing.

Hope you are succesful.

Y ou finished reading the article "3 tips for the best Google Hangout meeting” edited by the TipsM ake team.
We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles
on tips and guides. Thank you for reading and for following us regularly.
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