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Why Web conferencing on Hangouts 
Google Hangouts is an instant messaging and video/audio call service bundled with Google+ on the 

CGXchange Google Apps. The service allows you to communicate face-to-face with others in online 

meeting rooms called Hangouts—without complicated audio and video setup. With Hangouts, you can: 

 make video and audio calls (up to 10 people both within and outside of CGIAR); 

 send messages (group chat with up to 100 people); 

 share your screen and collaborate on documents in Google Drive; 

 save the history of your web conferences in your Hangouts list in Google+ or the Hangouts 

application. 

Hangouts is an alternative to other web conferencing tools (e.g. Skype, Webex) to be considered when 

you and your team: 

 Meet online on a regular basis; 

 Travel frequently and use mobile devices on unpredictable-quality connections; 

 Conduct training, demos, presentations and anything that requires screensharing and 

collaborative writing in real time; 

 Are required to record online meetings for sharing with colleagues at a later time (only for 

public dissemination). 

Hangouts is free and works in your browser from your Google+ profile page. Alternatively, you can 

install the Google Chrome browser and the Hangouts extension. Google has not replaced the old Google 

Talk client with an application for your computer. Please contact your local Helpdesk if you need support 

installing the Google Chrome browser and the Hangouts. 

There are mobile applications available for iOS and Android that you can install on your mobile devices 

from the respective apps stores.  

Make sure you have microphone and speakers (or a headset) available; a webcam is needed for video 

calls, but you can still participate with audio only. Check the system and bandwidth requirements 

First time with Hangouts on cgxchange.org?  
All CGIAR staff with active cgiar.org email accounts have a Google account on cgxchange.org.  

As an organizer: before your first web conference on Hangouts, make sure you have: 

- signed in to cgxchange.org at least once; 

- activated your Google+ profile on cgxchange.org. 

Not there yet? Here is how to get started in a few minutes: 

1. Follow the instructions on how to sign in to cgxchange.org  

http://plus.google.com/
https://www.google.com/intl/en/chrome/browser/
https://chrome.google.com/webstore/detail/hangouts/nckgahadagoaajjgafhacjanaoiihapd
https://support.google.com/hangouts/answer/1216376?hl=en&ref_topic=2944848
http://www.cgxchange.org/collaboration-tools/sign-in-to-cgxchange
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2. Once you are signed in, at the right of the navigation bar, click on the Apps symbol and then on 

the G+ icon to activate a full Google+ profile 

3. Follow the instructions on-screen: 

1. Enter your birth date (mandatory); 

2. Add a profile picture: recommended but optional, you can add people to circles and enter 

other profile information later; 

3. Review final screen and click Finish. 

Are your participants ready to join Hangouts? 

All the participants you wish to invite are required to have a Google account and a Google+ profile.  

- CGIAR staff can be invited with their cgiar.org or cgxchange.org accounts: make sure they can 

sign in to cgxchange.org and activate their G+ profile (see steps above) before the Hangout; 

- Non-CGIAR staff: contact them to obtain their email addresses associated to a Google account. 

It is always best to check beforehand so that they can prepare. If they do not have a Google 

account yet, they may wish to create one or they will be prompted to create it when they 

receive the invitation.  

How to schedule a Google Hangout 
To schedule a Hangout, you can use Google+ Events or Google Calendar.  

Once created, it will generate a Hangout link for the upcoming event, so that your participants can click 

on the Hangout link straight from within their calendar application.  

 

 

We recommend to schedule a Hangout as the simplest way to set up a Web conference. Once 

your first Hangout is over, the participants’ names and the text messages exchanged with 

them will appear in your list of Hangouts. Scheduling or starting new Hangouts will then be 

easier: go to your Google+ home page or open your Chrome extension to find your past web 

conferences. 

More online help on starting Hangouts: 

https://support.google.com/hangouts/answer/3115553?hl=en&ref_topic=2944848 

 

 

  

https://support.google.com/accounts/answer/27439?hl=en
http://www.cgxchange.org/collaboration-tools/sign-in-to-cgxchange
https://support.google.com/hangouts/answer/3115553?hl=en&ref_topic=2944848
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Schedule a Hangout using Google+ Events 
 
Open the Google+ Events page and login with your full cgxchange.org account 

 
Click on Events -> Create Event or just click directly on Plan a Hangout 
 

 
 
 

https://plus.google.com/events?hl=en&enfplm&utm_source=lmnavbr&utm_medium=embd&utm_campaign=lrnmre&rtsl=1
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Pin Field Description 

 

Event title Enter an event title   

 

Event Options Under Event Options, click on Advanced -> Hangouts. This action will automatically 
populate the field of the event location (field under point 3) 

 

Event day, time & 

timezone 
 Select the date, time, end time and select the timezone.  

 

Event Description Field to add the event description 

 To: 

Field to Invite participants.  

All users on CGXchange can be invited, but their contact may not appear 
automatically if they have not yet created a Google+ account on CGXchange. It is 
suggested to invite them to their cgiar.org email anyway, ask them to login to 
CGXchange and configure their Google+ account.  

Please note that any external non-CGIAR email address invited should be 
associated to a Google Account to be able to participate on a Hangout.   

Example: when searching for ‘Pastore’ the following account automatically shows 
up because this user already has the Google+ account configured and is enabled to 
be invited: 

 

 

Note: If a participant is not currently a Google+ user, they'll see a suggestion to 
sign up for Google+. 

 Invite 

Click on Invite. This will display the event details on screen and send the invite to 
the participants selected.  You can invite more people by clicking on Share event 

 

You can also see the Event details from your Google+ page –> Upcoming Events 

 

 

 

 
More online help: http://www.google.com/+/learnmore/events/  

http://www.google.com/+/learnmore/events/
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Schedule a Hangout using Google Calendar 
 
A Google Hangout can also be scheduled directly in your Google Calendar.  Everyone you invite will be 

able to join the video call by clicking on the calendar event and selecting Join Google+ Hangout.  

 

 Sign in to Google Calendar on CGXchange – http://calendar.cgxchange.org  

 Click on Create – to create a new Calendar event: 

 

 
 
 

Pin Field Description 

 

Event title Enter an event title   

 

Event day, time & 

timezone 

Select the date, time, end time and select the timezone. Click on ‘Repeat’ if you 
want to create a recurring event; that way you will have some sort of persistent 
Hangout ID if required. 

 

Video Call 

 Click on ‘ Add video call’ so the Hangout link to join can be automatically 

generated in the invitation .You will then see this icon:  

. 

 

Calendar Select the appropriate Google Calendar to add the event 

 Add Guests: Field to Invite people by their names or by email address. Invite CGIAR users with 

http://calendar.cgxchange.org/
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their cgiar.org email addresses to ensure they receive the invite. Please note that 
any external non-CGIAR email address invited to a Hangout should be associated 
to a Google Account to be able to participate.    

All users on CGXchange can be invited to an event. Some of them may need to 
configure their Google+ account on CGXchange first to join the Hangout.  

If a guest to an event with a Hangout is not currently a Google+ user, they'll see an 
invitation to sign up for Google+. 

 Save Click on Save icon on the top-left to save and send the event invitation 

 

This is how the Calendar invitation 

will appear to users when sent. The 

day of the Hangout meeting, users 

should click on ‘ Join video call’: 

 

 

 More online help: 

http://support.google.com/calendar/bin/answer.py?hl=en&answer=2690797 

 

How Google+ Events appear on Calendar 

Google+ events are displayed differently depending on the Calendar view you’re using: 

 

In "Day" and "Week" views, Google+ events can be shown with the 

organizer’s profile picture when space permits. 

 

 

In "Agenda" view, Google+ events are 

shown with information about the event 

and other guests. In "Month" view, 

Google+ events appear the same as other 

events. 

 
 

  

http://support.google.com/calendar/bin/answer.py?hl=en&answer=2690797
https://support.google.com/calendar/answer/37196
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How to use the Screenshare / Remote Desktop control function   
Screen sharing lets you give other people the ability to see what is on your computer screen. For 

example, if there's a picture open on your computer screen, Hangout participants can look at it without 

having to download anything. 

 

To Screenshare 

1. Click Screenshare on the side of your screen while on the Hangout.  

2. In the window that pops up, choose your desktop or choose the window you want to present.  

3. Click Shared Selected Window. 

You can stop sharing your screen at any time by clicking Screenshare again  

 
More online help: https://support.google.com/plus/answer/1660627?hl=en 

 

To Remote Desktop Control  

Google Hangout also has the option to allow you to take control of someone's computer (with their 

permission, of course) during a video call. What this means is that not only can you see your colleagues 

computer screen, but you can also control their pointer with your mouse and type on their device using 

your keyboard.  This can also be helpful the other way round: your colleague can take control of your PC 

in case you need remote assistance.  

1. To begin a remote session: Start a Hangout, …View more Apps and click 

on Remote Desktop  to add the application to the Hangout.  

2. Click on Help user: 

 

3. The user on the other end will see this message and should click on Accept.  

 

https://support.google.com/plus/answer/1660627?hl=en


Web Conferencing with Google Hangouts – November 2013 9 

 

 
 

4. Once accepted, you can start taking control of their mouse and keyboard. You or the end-user can 

end the session at any time by clicking on End on the top of the browser:  

 

 
More online Help:  Article from PC world 

 

How to collaborate in real-time on Google Documents 
Google Docs collaboration is a core feature on Google Hangouts.  In addition to regular video and audio 

conferences, Hangout participants can upload and share various Google Docs, and edit them 

collaboratively as the meeting progresses. For example, participants can create and contribute to the 

meeting notes in real time.  

 

During a Hangout, start collaborating on documents in real-time by clicking on: ‘ …View more Apps’ and 

selecting  Google Drive. From there you can: 

http://www.pcworld.com/article/2037081/hands-on-with-remote-desktop-for-google-hangouts.html
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 Add an existing document, or upload a new one. 

 View uploaded documents from your My Drive  

 Switch between multiple documents at once. 

 

 
Google Hangout for Document Collaboration:  http://www.youtube.com/watch?v=YBmiBVo6qM4 

Call a Phone from Hangouts  
You can place calls to landline and mobile phones from Hangouts in Gmail, Google+, and the Chrome 

extension. Calls made to mobile phones and landlines to the US and Canada can be made for free.  

From Hangouts in Gmail:  

To find a contact’s phone number, simply type the person’s name or 

phone number into the search box or scroll through your Hangouts list.  

 

To call the USA, you can also type 001 and the phone number as 

shown below – then click on Call (or hit the ‘Enter’ key on the 

keyboard). 

Dial an extension: If you are calling a phone number that has an 

extension or need to enter any conference keys, click the dial 

pad button  and use the dial pad that appears to enter the 

extension. 

 

 
More online help: https://support.google.com/hangouts/answer/3187125?hl=en 

http://www.youtube.com/watch?v=YBmiBVo6qM4
https://support.google.com/hangouts/answer/3187125?hl=en
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Broadcast your conversations to the world with Hangouts on Air  
Have something to say and want the world to hear it? With Google Hangouts on Air you can share and 

record your live discussions with everyone.  Hangouts on Air are posted to your verified YouTube 

channel and Google+ page and are viewable by the public.  At this time, no private sharing of Hangouts 

on Air is possible. 

Hangouts On Air lets you: 

 Broadcast  a  Hangout:  Invite  circles  or  individual  people  to  join  you  in  a  Hangout,   then 

broadcast  it  to  the  world.  A  live  player  of  your  Hangout  will  be  posted  to   your  Google+  Ho

me  page  and  YouTube  channel.   

 Edit  and  share  the  recorded  Hangout:  Your  Hangout  will  be  recorded  as  a  public  video 

and  will  be  available  on  your  Home  page  once  your  Hangout  has  ended.   You'll  also  be   able

  to  edit  the  recording  when  the  Hangout  is  over.  If  you  edit   your  video,  your  post 

(including  the  video  URL)  will  automatically  be  updated  to   show  the  edited  version.   

How to start a broadcast 

 Login with your CGXchange account, go to your Google+ page and start your Hangout or visit: 

plus.google.com/hangouts and click on ‘Start a Hangout on Air ‘ 

 Before you continue, you will be asked to: ‘connect your page to a YouTube channel’ if this has not 

yet been done. You will need to go through account verification through your mobile phone to link 

to the YouTube account. 

 Give  your  Hangout  a  name  and  invite  the  people  you  want  to  join  you  in  the  Hangout.    

 Select the option to Enable Hangouts on Air.    

 Once  everyone's  in  the  Hangout  and  you're  ready  to  go  live,  click  Start  broadcast  at  the  top 

 of  the  screen.   

 Once  you  click  Start  broadcast,  you're  officially  "On  Air"  and  the  public  will  be  able  to   watc

h  your  live  Hangout.   

 

 

More online help: http://www.google.com/+/learnmore/hangouts/onair.html 

Hangouts on Air Common questions: 

https://support.google.com/plus/bin/answer.py?hl=en&answer=2459411&topic=25532 

42&ctx=topic 

 

 

https://plus.google.com/hangouts
http://www.google.com/+/learnmore/hangouts/onair.html
https://support.google.com/plus/bin/answer.py?hl=en&answer=2459411&topic=25532%2042&ctx=topic
https://support.google.com/plus/bin/answer.py?hl=en&answer=2459411&topic=25532%2042&ctx=topic

