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Create a Google Meet Invitation for Someone 

Outside of the East Islip Domain 

 

You may need to create a Google Meet link for someone outside the East 
Islip Domain for a Virtual Field Trip or perhaps for a parent 

meeting.  Here are the instructions for doing so. 
 

Create a Calendar Event in Google Calendar 
 
 

¶ Log on to your computer and go into ClassLink 
¶ From the ClassLink dashboard, click the Google 

Apps icon. 
 

 

 
 

 

¶ A dashboard for Google Apps opens; click the icon 

for Google Calendar. 
 

 

 
 

¶ From Google Calendar, click the Create button in 
the upper left corner of your screen. 

 

 

 
 

 

¶ Create the Meet 
Invitation.  Complete these 
fields: 

o Name of the Meet 
o Date 
o Time 
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¶ There should be a pop-up 
message on your screen 
asking if you want to Send 

invitation emails to Google 
Calendar guests. 

¶ Click Send. 

 

 

 
¶ There should be a pop-up 

message on your screen 
confirming that you want to 

Invite external guests.  The 
external guest(s) email address 
should be shown too.  

¶ Click Invite external guests. 
¶ Guests outside of East Islip 

will receive their Meet 

invitation via their email. 




