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Introduction 
Google Meet - Connect with your team from anywhere. With easy-to-join video calls, you can connect face-to-face with team 
members from anywhere. 

 

 

 

 STEP 2  

 
Enter your issued GoScotties 
Credentials  

Email Address - (ie. 
jdoe@goscotties.com) 

Password - 

 

 

 

 

 STEP 1  

 

Open your browser and browse to 
www.google.com 

Top right corner choose ‘Sign-In’ 
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 STEP 4  

 
Select ‘Create’ to create new 
meeting invite 

 

 

 

 

 

 

 

 

 STEP 3  

 
Click the Google App Launcher (9 
dots) in the upper right corner of 
the screen  

Select ‘Calendar’ icon.  
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 STEP 5  

 
Add Meeting Title 

Add Date / Time 

Don’t need to Add Guests 

Select ‘Add Conferencing’ which 
will create the Google Meet link 

 

 

 

 

 STEP 6  

 
Select ‘Save’ 
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 STEP 7  

 
Single click the meeting you 
created to open the meeting details 
window 

 
 

 

 

 

 

 STEP 8  

 
Highlight the Google Meet 
information and Copy it 
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 STEP 9  

 
Open Outlook Calendar 

Create New Meeting invite 

Add your specified groups/peopple 

Set meeting Date / Time 

Paste copied Google Meet 
information into the body of the 
calendar invite 

 
 

 

 

 

 


