
How to use Google Hangouts 

 

Google Hangouts allows you to keep in touch with one person or a group of individuals.  By 

using Hangouts, you can bring conversations to life with photos, emojis, and even group video 

calls for free.   

 

 

 

 

By using Google Hangouts, you are able to message friends, start free video or voice calls, and 

hop on a conversation with one person or a group. 

 * Include all your friends with group chats for up to 150 people. 

 * Say more with photos, videos, maps, emoji, stickers, and animated GIFs. Turn any 

conversation into a free group video call with up to 10 friends. 

 * Keep in touch with friends across Android, iOS, and the web, and sync chats across all your 

devices. 

 * Message friends anytime, even if they’re offline.  They will receive the message once the 

login to their Google account. 

 * Snooze your notifications so you can respond later. 

 * See what you chatted about in the past, including shared photos and your video call history. 

 * Keep a record of any conversation for just a short period of time by turning history off. 

 * Connect your Google Voice account to make calls, send and receive SMS, and access your 

voicemail. 

 

Hangouts Chrome extension: 

 * Use Hangouts and get notifications as you move from tab to tab in Chrome, or even without 

a Chrome window open. 

 * Position Hangouts anywhere on your screen, even if you have more than one monitor. Keep 

conversations in a single window or pop out the important ones.  

 * View and continue your conversations across devices. 

 * Get notifications just once. After you see an alert, it’ll be removed on other devices. 

 

Notes: 

 * Unlike the Chat for Google app, Hangouts doesn’t support “invisible status”. 

 

 

 

 

 

 

 

 



To begin a message in Google Hangouts, you will click on the + icon that is located on the left 

hand side of your email next to your name under CHAT. 

 

 

 

After you have clicked on the +, you can type in a contact or create a new group that you 

would like to begin chatting with.   

 

 



After you have entered the contact name of the person that you would like to chat with or have 

a video chat with, you can move your mouse over their name.  You now have the option to 

select to instant message or video chat by selecting the icon that represents your option. 

 

 

 

 

 

 

After you have selected the individual that you are wanting to message with or have a video 

chat with, you are now able to roll your mouse over the options at the bottom of their contact 

information and select the correct option.   

 

To open up an instant message chat, you will click on the Instant Message icon, .  This 

will open up an instant message window where you are able to message back and forth. 

 

To open a video conference, you will click on the Video Conference icon, .  This will open 

a new window for you to make your call.   

 

 

 

 

 

 

 



This will bring up a new window that will allow you to give Google access to your microphone 

and camera.  See the image below. 

 

 

 

 

 

 

 After you give access, press the red PHONE button at the bottom of your screen and this will 

place the video call for you.  


