
How to Set Up and Moderate a Google Hangout On Air (The Basics) 

1. Make sure that you have a Gmail address or Google+ page. There are a number of easy “how-

to” guide to set this up if you don’t have one. You must have one (or both) of these to be able to 

moderate or participate in a Hangout (so your invited faculty/panelists must have one too). 

 

2. Make sure that you have verified the link between your Gmail address (or Google+ page) and 

YouTube. Again, this is a must to moderate a Hangout. It is not necessary for participants. 

 

3. Go to the Google Hangout On Air homepage (https://plus.google.com/hangouts/onair) 

 

4. Make sure that the “Hangouts On Air” tab is selected 

 

5. Click on the “Create a Hangout On Air” button. A new window will pop up. This is where you’ll 

set up the basic information for your Hangout. 

 

 

  



6. Give your Hangout a title (“Give it a name”). Choose your audience (“Audience”) – typically, just 

leave this as Public. It is not particularly important for most purposes in CME. Leave the other 

fields blank. 

 

7. Click the “Share” button. The pop-up window will disappear and a new screen will come up with 

the basic details on your Hangout 

 

 

  



8. This is a page to simply double check your info. Make sure the Q&A button is turned on. The 

Showcase and Applause buttons are mostly irrelevant for CME purposes – they can be on or off. 

 

9. Click the Blue “Start” button.  

 

 

  



10. The Hangout window will now pop up. It will ask you if you want people allowed to join under 

the age of 18. Again, probably irrelevant for our purposes so it doesn’t matter how you answer. 

 

11. You will see in the upper right hand corner that is says “Off Air.” This is good because it means 

that no one in the external world can watch what is happening. It is your chance to get everyone 

prepared and ready for the live broadcast. Nothing can be seen by viewers until you click the 

“Start Broadcast” button. 

 

12. VERY IMPORTANT: When inviting other people to participate in your Hangout (ie, 

participants/faculty at other sites), do not use the “Invite People” feature. This has proven to be 

unreliable in our experience. Instead, copy and paste the Hangout URL (ie, 

https://plus.google.com/hangouts/_/hoaevent/AP36tY...) and send that via email to everyone 

you want to be able to join the broadcast as a participant. Participants need to simply click on 

the URL you send them to enter the Hangout room 

 

13. Test everyone’s audio and video. This is typically the trickiest part that takes some trial and 

error. You’ll get better at troubleshooting over time, and there are a variety of online sources 

that may be helpful. 

 

14. Once everyone is set and you are ready to go, click the green “Start Broadcast” button. Wait a 

few seconds to go “On Air” and you are ready to begin. 
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