
Virtual Meeting

How-to




SKYPE:
1. Go to https://www.skype.com/en/features/skype-web/
2. Click on Login -> Use Skype Online (if you do not have an account 

already, click create account and then follow these steps) -> Log in 
with your skype or microsoft account login credentials

3. If the system asks you to allow access to the microphone and/or 
camera, click "YES" or "ALLOW"

4. The next screen looks like this... click "Meet Now" to start a new 
video chat!

https://www.skype.com/en/features/skype-web/


5. Once you do this, you will be redirected to the screen below. At this 
point, you can share the link to join the call via email with your 
friends/family/clients! Make sure your microphone and camera are 
turned on with the toggles on the bottom of your video feed!



GOOGLE HANGOUTS:

1. In order to meet via google hangouts, start with your gmail calendar! 
(You can reach this by clicking the 9-dot menu at the top of your 
gmail account):

2. Once you are in the calendar page, click on the date/time you want to 
hold the call (this can be changed in a moment):



3. In order to add guests to the call, type their emails in the "Add 
Guests" field (click "enter" after each email”)

4. The most important step! In order to add a hangouts call to the 
calendar invitation, click "Add Conferencing". You will see a link 
generate after you have done so.



5. CLICK SAVE!  Once you click save, an invitation will be sent to your 
guests with the hangouts link attached!



ZOOM MEETING:

1. Follow this link to the sign up page: https://zoom.us/signup

2. Once you click "Sign Up", Zoom will send.you an email with a link to 
activate your account. Once you click this link, you will be directed to 
the page below: 

https://zoom.us/signup


3. To schedule a meeting: hover over the "Host a Meeting" tab and 
select "With Video On" from the dropdown options. 

4. Select open.zoom.us

http://open.zoom.us/


5. Make sure to join with Computer Audio - if you do not do this, others 
on the call will not be able to hear you! 

6. To invite guests to the call, click the "Invite" icon at the bottom of the 
screen. 

7. Zoom will give you several options to add guests. Choose an option 
to send the link. If you choose the copy link, clicking the option will 
automatically copy the invitation link to your clipboard. 


