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Quick Reference Guide

Google Meet Engagement Tools

Overview
Google Meet includes features to help you connect
and engage with students including polls and Q&A.

Turn on Q&A

Anyone in a meeting can ask questions. The
guestions show until they are deleted or hidden.
After a meeting, the Meet host gets a detailed
report of all the questions.

1. Inside Meet, click Activities in the top-right

corner.
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2. Click Q&A.
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3. Turn on Q&A.

Ask a Question
When you ask a question, participants might get a
notification in the meeting.
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1. Inside Meet, click Activities.

s S 10:45 AM

2. Click Q&A.
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3. Click Ask a question in the lower-right
corner.

+ Ask a question

4. Enter your question and click Post.

Can you explain the difference between
living and non-living things agam?\

Note: Participants can answer questions
verbally in the meeting or add their reply in
the meeting chat.

View and Manage Questions
The host can filter questions, mark questions
answered, and hide questions.

1. Click Activities.
22 = 10:45 AM

2. Click Q&A.

3. Tofilter questions, click the Down arrow
next to all questions and select an option:
All questions, Unanswered questions, or
Hidden questions.
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Allow questions ® wht are you working on today?

Al questions oldestfrst - v o

Unanswered -

answeres —— 7. Click Answered icon to mark a question

— . answered. This lets participants know the
guestion has been answered.

Note: Participants can only filter by all A .
questions or question they asked. —
. . | v |o
4. To sort questions, click the Down arrow

next to Oldest first and select an option:

Oldest first, Newest first, and Popular. 8. To delete a question, click the Delete icon

next to the question.

Allow questions ®

What are you working on today?

Newest first
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Can you explain the differen  Popular
and non-iving things again?

All questions Oldest first

View a Questions Report

The first time you use Q&A or Polls, Meetings
Reports folder is automatically generated in your
Google Drive. After a meeting, a Questions report

5. Click the Upvote icon to upvote a question
and move it up in the list.

is added to the host’s Google Drive. The report
et vy wrking ot includes any questions asked, hidden, or deleted
Qv W along with the names of participants.

6. Click the Eye icon to hide the question. 1. Open the Meeting Reports folder in Google

When the eye is crossed out that means the Drive.

guestion is visible. When it is not crossed

out, that means the question is hidden. A 8 et neper
message appears to tell you the question is

hidden. 2. Click the folder for the Meet.

My Drive > Mesting Reparts

@i'ii 251PM i)

What are you working on today?

3. Click the file you want to open. Q&A and
Polls will have their own file. Hover over
the file to see the full name and determine
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if it is the report for Polling Results or
Questions.

MyDrive > Mesting Reports > 2020-10-19 1039 starcher

2020-10-19 10:39 starcher ..

Conduct Polls in Google Meet
As a meeting host, you can create polls for
participants to vote on.

Create a Poll

1. Click Activities.

—
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2. Click Polls.
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3. Click Start a poll.

Find out what others think

Start a poll

10/27/2020

4. Enter a question and add options for the
poll.

& Polls X

How would you classify plants?
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5. Choose one:
a. Click Launch to post your poll.
b. Click Save to save your poll to
launch it later. Polls you save remain
listed under Polls.

& Polls X

How would you classify plants?

O Living
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Note: Arrive early to create Poll questions
before students arrive. Click Create a poll
to add additional poll questions. You can
launch the poll questions as needed during
your meeting.

& Polls X
Poll 10f 1

How would you classify plants?

Living

Non-iving

Show everyone the resits

B a
+ Create a poll
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Moderate a

1. Click Activities in the top-right corner.

Poll
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2. Click Polls.

Q Polls

3. To allow participants to see poll results,
click the Switch next to “Show everyone the

results”.

Poll 10 3
How would you classify plants?

Living 0votes

Non-living Ovotes

im| End the poll

4. Click End the poll to close the poll and show
all responses. Participants can still view the

poll.

Poll10f 3
How would you classify plants?

Living ovotes
Non-living 0votes

Show everyone the resuits 0votes

| End the poll

5. Click Delete to permanently delete a poll
from your list of polls. No one can view

deleted polls.

Poll10f 3
How would you classify plants?

Living 0votes
Noniving 0votes

Show everyone the results 0votes

End the poll
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View a Poll Report

The first time you use Q&A or Polls, Meetings
Reports folder is automatically generated in your
Google Drive. After a meeting, a Poll report is
added to the host’s Google Drive. The report
includes any poll questions along with the names
and answers of participants.

1. Open the Meeting Reports folder in Google
Drive.

Bl  Meeting Reports

2. Click the folder for the Meet.

My Drive > Meeting Reports

3. Click the file you want to open. Q&A and
Polls will have their own file. Hover over
the file to see the full name and determine
if it is the report for Polling Results or
Questions.

Im  2020-10-19 10:39 starcher
2020-10-19 10:39 starcher - Polling Results
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