
Schedule Google Meets 
through Google Calendar



Sign into your Google Suite account 



Click the matrix

Click Calendar



Click the plus sign 
to add a new 

event. 



Add a 
title

Define a 
date and 

time



Click add 
location or 

conferencing

Click add 
conferencing

1
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Click Hangouts 
Meet



You can add guests 
by typing their email 
into the “Add guests” 

line.

This will send guests an 
email to alert them of the 
meeting and it will appear 

on their Google Meet 
homepage. 



Once you have 
finalized all your 
meeting details. 

Click “Save”



If you invited guests to your meeting. It 
will appear on their Google Meet 

homepage on the day of the scheduled 
meeting. 

Guests will click on 
their meeting



Click “Join now”


