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How to Hold a Remote

Meeting

Student groups are encouraged to utilize remote video conferencing general
body meetings and executive board meetings when necessary. There are many
platforms that can be used for remote video conferencing. This guide will provide
information on how to use Google Hangouts Meet and Zoom. Any user wishing to
use voice or video in the meeting should ensure their computer, tablet, or phone
is equipped with a webcam and/or microphone. Users without a webcam or
microphone can view the video chat and listen to voice, as well as comment to
communicate.

Meetings held remotely can be considered official general body and executive
board meetings. This means that the by-laws set in your constitution apply as
normal; Cougar Link attendance should still be taken for those in attendance,
and meeting minutes should still be taken.
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Creating a Meeting

- Using Google Meet
- This can be done for an immediate meeting, or to schedule a
meeting for the future.

To create an immediate meeting

+  Join or start a meeting

3:30PM CLS Student Manager/GA/GI ...

Pigeon Post + Owen Davey + g.coloda

Head to meet.google.com and click on “Join or start a meeting”

Join or start a meeting

Enter the meeting code or nickname. To start your own meeting,
enter a nickname or leave blank.

Remote Meeting|

) £

Enter a name for your meeting and click “Continue”
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|

Q Meet

remotemeeting
/ No one else is here

Other options

%2 Join and use a phone for audio

From here, your meeting has been created. However, you must click “Join” to enter the
meeting.

You may be asked to allow use of your webcam and/or microphone to participate in the
meeting.

Remote Meeting A 9 -~ &
Turn on captions Present now

You are now signed into your meeting.
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To schedule a meeting for the future
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Create an event at your desired time and date. Add a title, and click “More options”
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X Remote Meeting = 5 KEANGoge ()

Mar 20,2020 to Mar 20,2020

Allday Does notrepeat ~ -/}
Event Details Find a Time Guests
+
Add location Add guests

Add conferencing ~
Guest permissions

n days ~ beforeat 11:30pm X O Modify event

©Q  Hangouts Meet

Invite others
Add notification

See guest list
(3 Dominick Crouchelli @ ~
(] Free ~ Defaultvisibilty ~ (@
= U} B I U = = o Y%

Add description

On the next screen, click “Video Conferencing” and select google meet. Next, enter the
kean.edu emails of all members to send members an invite. When finished, click save.

© Meet 12:01PM - Mon, Mar 16

Use a meeting code

12:30 PM Remote Meeting

Your account only lets you join meetings Learn more

Conversation * Jess Bonham & Anna Lomax -+ g.coljbala

The scheduled meeting will appear as shown at meet.google.com for the user sending
invites as well as the users receiving the invite. Users should also receive an email
notifying them of the meeting. At the time of the meeting, click on the meeting name and
click “Join”.
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Inviting Users to Your Meeting

© Details = Attachments (0)

newremotemeeting

Joining info
‘ https://meet.google.com/epy-ajdr-ght
Dial-in: (US) +1 314-690-8794 PIN: 129 613 449#

ID  copy joining info

Eg

Turn on captions Present now

newremotemeeting Vv A el Ck

Once in a meeting, click on the meeting name in the bottom left hand corner. From here,
you can copy and send users the listed URL to enter the meeting. Users can also use
any phone to call into the meeting with voice if they do not have access to a computer.
You can also click on the members icon in the top right-hand corner to view members
currently in the meeting as well as to add members by email.
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Features in meetings

There are several features available for use while in meetings to present screens
or slideshows and to communicate by various means. Some options are limited
to desktop users and are not available to mobile users.

Presenting to Members

Present

3  Your entire screen

E A window

Edg K3

newremotemeeting A A (el Ck )
Turn on captions Present now

When in a meeting, click on “Present Now”. You can choose to present your whole
screen, or to present an individual window.
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@ Meet - epy-sjdr-ght - G.. W™ How to Hold a Ret

@ Upcoming Events - Ke... | [l Remote Meetings

newremotemeeting ~

[

Turn on captions

&
J
]

You will be prompted to select a window or screen. Click the window or screen you wish
to present and click “Share”.

You are presenting

€« C @ kean.campuslabs.com

e » o
it Apps @ EBSCOhost Psychol... Involvement Center.. U Part & the theory of... How Mental Health... Explore - Kean - Co... W Other bookmarks
KEAN UNIVERSITY

COUGAR

Annual Fine Arts Student Exhibit Kean University Bookstore Hours

Student Group Advisor Training
through March 29, 2020

@ James Howe

4

i

Select themes

newremotemeeting A

» = @
g

Turn on captions You are presenting

The screen selected will be presented to members as shown
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Chat Functions

& You are presenting

E
< C @ keancampuslabs.com

it Apps @ EBSCOhost Psychol... Involvement Center.. 30 Part I: the theory of.. How Mental Health...

KEAN UNIVERSITY

COUGAR

Kean University Bookstore Hours
through March 29, 2020

© Kean Universit

newremotemeeting A ¢ s
Turn on captions You are presenting

Click the chat option in the top right-hand corner to open the chat section. Chat
messages sent will be shown to all members. Click on “Turn on captions” in the lower
right-hand corner to turn on automatic captions. Each user will need to turn on captions if
they wish to view them. Clicking on the three dots in the bottom right-hand corner will
give you a few more options, including the option to record a meeting.

Do Crou

P You are presenting is also here

2
the T-Shiady

{=h You

@ | think thisis a good time to start.

Captions will be automatically generated and displayed as shown.
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Chrome Extensions for Google Meet

If using Google Chrome, there are a few chrome extensions you can use to expand the
features of Google Meet.

Google Meet Grid View

Using Google Meet Grid view will allow the user to see all participants of a meeting at
once. To add this extensions, use this link and visit the chrome web store to add the
extension to Chrome.

& chrome web store & crouched@kean.edu v

Home > Extensions > Google Meet Grid View

k- Google Meet Grid View ‘

Offered by: stgnola.org

% % % % ¥ 329 | Accessibility | & 4.000,000+users

Overview Reviews Support Related
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Google Meet Attendance

Taking attendance at remote meetings is just as importance is in-person meetings. To do
this easily, you can use Google Meet Attendance to get each attending member’s email
address.

Click here to add Meet Attendance to Chrome

Click here for a tutorial on using Meet Attendance

Adding Attendance to Cougar Link events

Remote meetings should still be submitted as meetings on Cougar Link. These meetings
can be assigned attendance records, which can be gotten through Google Meet
Attendance as listed above. To add attendance, first go to your Cougar Link event and
click “manage”

COUCAR " @

HOME EVENTS ORGANIZATIONS NEWS FORMS

Coloring for a Cause!

() Date and Time
Monday, April 132020 at 2:30 PM EDT to
Monday, April 132020 at 3:30 PM EDT

Add To Google Calendar | iCal/Outlook

Q Location
Google Hangouts- Students who RSVP will receive a link

11
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Click on “Track Attendance’

EVENT ATTENDANCE

1 0

Invitees Attended

ACCESS CODE R9EB55R

POST EVENT FEEDBACK
Management permissions.
5 Stars

0 . 0 4 Stars

No ratings have been submitted

3 Stars
_

- TRACK ATTENDANCE INVITATIONS & RSVPS

Event Ratings and Evaluation Questions are anonymous and only visible to the Event Organizer and users with

Notifications cannot be sent unless attendance has been tracked by at least one attendee. Sending notifications will
only alert attendees once, whether or not they’ve already given feedback on the event.

Absent Excused

COPY Click here to visit the Swipe URL and enter this code

Click on “Add Attendance”

€ BACKTO EVENT

Track Attendance

Coloring for a Cause!

1 0

Swipe Access Code

Attendees

There is no data available.
e ———

INVITEES ATTENDED

& EXPORT <+ ADD ATTENDANCE

0 0

ABSENT EXCUSED

ROEESSR | Swipe page: https://kean.campuslabs.com/engage/swipe
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Click on “Text Entry” and then add email addresses to “attendance”. Click on “add” to
finish and save attendance.

Add Attendance
INVITATIONS TEXT ENTRY FILE UPLOAD

You may enter up to 500 e-mail addresses or card IDs in the textbox below.
Please enter only one e-mail or ID per line.

The list must contain only the identifier type selected below. If you have more than 500 attendees to add, please use the File Upload option above. You can
only enter Card ID numbers if your campus utilizes the card swipe feature.

Identifier Type

E-Mail Address Card ID Number

* Attendees

(one per line)

Status

Attended M

13
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Using Zoom for Remote Meetings

Zoom is another video conferencing option available for students to use. Unlike Google
Meet, a zoom meeting can be extended to any email address. When using a free Zoom
account, meetings may be limited in time to 40 minutes if including 3 or more users.

Z OOI I . SOLUTIONS « PLANS & PRICING CONTACT SALES JOIN A MEETING HOST AMEETING SIGN IN SIGN UP, IT'S FREE

We have developed resources to help you through this challenging time. Click here to learn more. I x
Taking your physical event

virtual?

Learn how to host user conferences, executive briefing centers,
customer and prospect events, webinars, or training sessions

LY 4
virtually over Zoom. o

Learn how to host a world-class virtual event today

Learn from the experts. Join us for daily live training.

Head to zoom.us and click here to create an account.

REQUESTADEMO 1888799.9666 RESOURCES ~ SUPPORT

Z Ool I I SOLUTIONS « PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOSTA MEETING

New Features Our latest release went live on April 7th. Check out our blog to review the new enhancements fi suring the security and privacy of your nt. To X
update to the latest version of Zoom, visit our download page.

PERSONAL
] . Edit
Dominick Crouchelli
Meetings
Webinars
Change
Recordings
Settings Persanal Meeting ID 815-522-0787 Edit
https:/zoom.us/j/8155220787 7pwd=5mdC5JUm1rdTNpbOllcUNOSZUzQTO?
ADMIN Use this ID for instant meetings

When Logged in, you can click on “Schedule a Meeting” to schedule a meeting for the
future or “Host a Meeting” to create your meeting and begin immediately.
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Scheduling a Meeting on Zoom

My Meetings Schedule a Meeting
Schedule a Meeting
Topic My Meeting
Description (Optional) Enter your meeting description
4
W 04/13/2020 |E | 1200 |/ PM ~
Duration 1 v | hr| O v | min

By using “Schedule a Meeting”, the host will be able to set a duration, time, recurrences,
a meeting password, or other features.

Inviting Members to a scheduled Zoom Meeting

My Meetings Manage "My Meeting"

My Meeting

Apr 13, 2020 12:00 PM Eastern Time (US and Canada)

Add to | E Google Calendar | | Ei Outlook Calendar (.ics)

| e\’aﬂoo Calendar |

955-6589-0540

Require meeting password  1Mx1yi

https:/zoom.us/j/955658905407pwd=Z0JsNkxFKzJZcldsMOFmclZCajN3QTO9
& Copy the invitktion

Once Scheduled, your meeting will have a URL you can share with members you with to
invite. Members will receive a URL with the date, time, and URL.
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Features in Meeting

Presenting to Members

(0 N N
© Zoom Meeting ID: 455-408-258 - — T TR TR T e 5 e G

B Speaker View

S
Beth Caufield J LauraiMBrotherson, LMFT, CST

g & 2 @ -~ ® e

| t
L Invite Manage Participants  Share Screen Chat Record |

= — = 4

Whiteboard iPhone[iPad via AirPlay

1 o
EEEEY
iPhone/iPad via Cable z00m.us - Zoom - Pro Actount

Shars computer sound Optimize for full-screen vidoo cip
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Virtual Backgrounds

r = Y M
© Zoom Meeting ID: 455-408-258 W e — e S ﬁj

W Speaker View

g
Beth Caufield 4 Laura\MiBrotherson, LMFT, CST

| . 2 ) a ~ ® O)

Stop Video Invite  Manage Participants Share Screen Chat Record

Users can click on the arrow next to “Stop Video” and select virtual backgrounds to give
themselves a background should they feel it necessary.

eve Settings w
]
Genera
ide
udio
Ph
O¢
Notifications /
Choose Virtual Background +
Recording
2 /’—ﬁ Add Imag
g N7/ |
[t A ! r Add Video
-

Users will need an image file to set as their virtual background.
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Chat Features

- ~
© Zoom Meeting ID: 455-408-258 - —— e

W Speaker View

g
Beth Caufield J LauraiMiBrotherson, | MFT, CST

“ ~ W A g 2’ a -~ ® e

Stop Video Invite  Manage Participants Share Screen Chat Record

= = A

Users can click on “Chat” to bring up the meeting chat box

To:  Everyone v (3 File

&

m

&

ssage here..

Typ

In the chat, messages can be set to be sent to a single user or to the entire meeting.
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