
 

 

Section Two:  Creating Your Hangout – How it Works 

You’ve decided to create a Hangout for your business, but before we delve into the 
mechanics, let’s do some basic planning so our Hangout can be as focused and 
content-rich as “The Biggest Loser” Hangout. 

1.  Planning Your Hangout 

Get comfortable with a drink, a notepad (virtual or physical) and a pencil or pen, and 
start brainstorming by asking yourself the following questions… 

1. What specific goal do I want to achieve with this Hangout? 

____________________________________________________________ 

2. Will this hangout support a campaign – or will it be the campaign? 

3. What do I want it to do: 

• For my business: _________________________________________ 

• For my customers: ________________________________________ 

_______________________________________________________ 

4. Will I host the whole thing or should I invite a guest expert, and ask as 
moderator? 

____________________________________________________________ 

5. How can I make my Hangout feel even more immediate and interactive?  

(e.g. Ask “yes or no” questions, requesting that my ten participants raise their 
hands for “yes” or “no”) 

6. How much promotion will I set in place? 

7. Which social networks do I need to involve? 

8. What specific geo-targeting tools and tactics will I use?   

9. Who will I invite?   

10. What would make a good follow-up strategy? 

This is just a sample of some of the questions you could ask yourself.  These are 
general questions:  You know your business and your clientele, and you will be able 
to make your questions even more specific. 



 

 

 

2.  Equipment You Will Need 

It goes without saying that you should test your equipment out first, before even 
creating your official local business Hangout. 

Here’s the easiest way to do it. 

1. Get your equipment set up and test it as much as you can in advance, by 
yourself 

2. Be sure to use your fastest computer for the best definition in your hangout 

3. Be sure to use a headset with a microphone; preferably one specifically for 
talking.  (The Logitech Clear Chat Comfort/USB Headset H390 is a good 
professional-quality, entry level, inexpensive set.  You can find it locally or on 
Amazon for under thirty dollars.) 

 

4. Arrange in advance with a member of one of your Google Circles (e.g. best 
friend, employee, sister) to use them as a guinea pig. 

5. Log into your Google Plus account at the pre-arranged time. 

6. Go down to the bottom of the page and in the right-hand corner, click on 
“Start a Hangout Party” 

 



 

 

7. Add your contact’s email address in the Hangout screen that opens up.  (Or 
select their name from a Circle.) 

8. Send invitation.   

9. Talk for at least five minutes.  Ask your friend about: 

• The screen resolution – Is it grainy?  Breaking up?  Behind the voice? 

• The sound quality – Too soft?  Too loud?  Breathing noises? 

10.  Ask your friend to take a screenshot of your Test Hangout while you are both 
speaking.  (PrtScrn on PC; Command/SHIFT/3 or Command/SHIFT/4 on a 
Mac, if your friend doesn’t have screen capture software.)  

Also experiment with muting and unmuting yourself as you alternately speak and 
listen – and have your friend do the same.   

That way, you can instruct your participants with confidence on exactly how to 
prevent background noise from spoiling the quality of the Hangout sound.  (You 
won’t have to look up any notes!) 

Troubleshooting:   

For video quality issues, try adjusting your bandwidth. 

For sound quality issues, in addition to using a “chat” type microphone and 
headset, switch between the “Voice” setting and “Studio” to see which sounds best 
(on Hangouts on Air only).  Also make sure you don’t have too many devices 
plugged into your USB ports.   

Unplug any devices that aren’t absolutely necessary. 

3.  What to Tell Your Guests 

We’ve already spoken about educating potential participants.  You can create a 
sticky post in: 

• Your Facebook Group, if you’ve created one 

• Your blog 

• Your website Hangout landing page 

This post, text box or sidebar should educate them, with emphasis being on 
increasing the quality and value of their Google Hangout experience. 

  



 

 

Let them know they can: 

1. Watch as a spectator only while the actual event is taking place 

2. View the recording later on your YouTube Channel (if you are using Hangouts 
on Air) 

3. Watch, with limited participation, inputting questions or responses via (typed) 
Chat 

4. Participate as one of your ten allowed Hangout guests 

(You would want to let only your invited participants know of the third option, above.) 

You should also let them know they can watch your Hangout on their mobile devices 
via one of Google’s Hangout Apps. 

 

(If you choose the “Download for your Computer” option, it will install the correct 
plugin for the current browser being used.) 

Also, be VERY sure to tell participants that: 

a) The Hangout will be viewable by the general public as it happens 

b) It will be recorded to your YouTube Channel and be available for viewing by 
YouTube users – though once it is recorded, you can change your YouTube 
privacy settings 

  



 

 

The Difference between Google Hangouts and Hangouts on Air: 

We’ve touched on this earlier, but let’s just run over this again… 

Google Hangouts – Real-time group chat.  Not recorded.  Only participants ever 
see them (while they are actually in progress). 

Hangouts on Air – Available to the general public to view while they are happening.  
Automatically recorded to your YouTube Channel, providing you have kept the 
default setting of linking it to your Google Plus account. 

You can find out about current Hangouts on Air by selecting Hangouts from the left-
had, vertical, pop-out menu on your Google Plus home page. 

 

A Word about Google Hangouts Upgrades… 

Google Hangouts is no longer all about just video conference calls; it now “unifies” 
chats and audio calls too, replacing your other Google chat solutions (Google Talk, 
Google Chat and Google Plus Messenger). 

Google Hangouts is able to synchronize Hangouts across: 

• Computer desktops 

• Mobile devices (Android; iOS) 

• Gmail 



 

 

You can find complete information and specifications for the new Hangouts in a 
special Google section. 

High Definition Hangouts: 

Google also announced – and this is hot off the press at time of writing – that it is 
working on upgrading quality to allow high definition that would “directly challenge 
existing videoconferencing services from Cisco, Polycom and others”, according to 
Mashable (August 28, 2013). 

4.  Your Google Hangout Promotion 

You know the purpose of your Google Hangout, as well as its main goal.  You know 
also who you are trying to attract. 

Create a promotion campaign geared to that group of people.  And we’re not just 
talking about demographics – age, gender, income, level of education and so forth:  
We’re talking about their emotional profile. 

What do they most want answers about, right now?  What is their most urgent need?  
Most insoluble problem?  Do you have a product that can help?  What would they 
like about (a) your store or business (b) this Google Hangout more than about your 
competitors? 

Is it for strictly local or am I also targeting a wider demographic for online sales too? 

What edge can this Google Hangout give them?  What priceless piece of information 
or other gem will they “walk” away with? 

And finally… 

• What is the best way to communicate with them, to let them know about your 
event?  (And other, alternate ways to reach them?) 

• What one big incentive will make them want to join your Google Hangout? 

 

Here’s a checklist of promotional components to put in place.  Print it out and use it. 

Have I created a Circle of subscribers and Google Plus contacts I can invite to my 
Hangout? 



 

 

 Have I created a Google Event for my Hangout?  

 

 Have I installed share icons and buttons on my blog or website? 

 Have I set up and branded my YouTube Channel, connected to my Google 
Plus account? 

 Have I asked my target audience to share my Hangout at every opportunity? 

 Did I seek out guest spots where I can showcase my expertise and promote 
my Hangout: 

 On other blogs 

 On web talk shows  

 On local TV 

 Other ________________________ 

 Have I sent out press releases: 

 Locally 

 To online directories 

 Have I created: 

 A Facebook Page for my Hangout(s) or business? 

 Pages on other relevant social networks where my audience hangs out? 

 Have I taken out online advertising (e.g. Facebook, relevant eZines) 

 Have I created a hashtag (e.g. #MyBigEvent) 



 

 

 Have I registered my hashtag with Hashtags.org? 

 

 Am I tracking activity on my event through: 

 My Google Hangout hashtag 

 My website traffic 

 My Facebook Insights 

 My Google Analytics 

 Other third party App analytics 

 Other ____________________________________ 

 Am I building a buzz by: 

 Talking about my Hangout in advance 

 Dropping hints and teasers 

 Promoting prizes or rewards for attendees 

 Asking for questions 

 Other ____________________________________ 

Most important of all:  If you are planning to record your Hangout by using Hangouts 
on Air, have you thoroughly warned would-be participants that: 



 

 

a) They will be recorded 

b) Your Hangout recording will be available to the public, online 

And it’s worth mentioning one last time… 

c) Have you warned them that sound quality may be compromised if they don’t 
use a headset with a microphone 

5.  Creating Your Hangout 

Here’s how to create your actual Hangout on Air. 

Again, create an actual hangout with one or two trusted friends, employees or co-
workers.  This only has to be about five minutes long.  Do this to make sure you are 
comfortable with the steps and there are no “hidden surprises”, the day of your 
actual local business Hangout. 

Remember that Hangouts are in the process of changing and being updated as we 
speak, so do test it again the day before your Hangout. 

1. Select Hangouts on Air from your Google Plus vertical menu. 

 

2. Select “Start a Hangout on Air”. 



 

 

 

3. Connect to your YouTube account, if you haven’t already done so. 

4. The “Start a Hangout” screen will pop up, asking you to select people.  
There will be a number of profile photos on the screen – or you can add 
email addresses or choose from existing Circles, if you have previously 
placed your top ten or more guest participant prospects in a Google Plus 
Circle. 

 

(NOTE:  You can “Add more people” if you’ve forgotten to put any 
potential participant in your Hangout Circle.) 

5. Name your Hangout.  Make sure it is a short, punchy name that will catch 
the interest of your target viewer or participant. 

6. Enable Hangouts on Air by checking the radio button.  (Note that you may 
be given the option to add people at this time instead/also.) 

7. You are now ready to go live.  Click on the blue “Hang Out” button to start 
adding callers to the Hangout, live and in person. 

Don’t be too nervous.  Google Hangouts allows you to chat to your 
participants and warm them (and yourself) up before deciding to 
broadcast. 

Use this time to remind them of “rules” like muting and unmuting; using a 
headset and microphone. 

8. You will see your left-side Hangout menu, with your Hangout screen (what 
the world will see) in the middle, and your Chat window on the right-hand 
side 



 

 

 

9. Press the “Broadcast” button to begin your Hangout and go live. 

6.  Ten Tips for a Top Notch Google Hangout 

While it is true that vibrant, dynamic content can make even the most technically 
wobbly Hangout seem more than worthwhile to your participants and viewers, why 
not do your best to produce a top notch, professional caliber broadcast? 

The more flawless your production, the more people can concentrate on your 
message – and the more your broadcast precision will subliminally reassure people 
that you do everything from an “expert” position; and know what you are talking 
about. 

So here are ten of the best Google Hangout tips, gleaned from successful 
businesses… 

1. Create a Template (checklist-style) and use it to plan every Hangout.   

Use it every time to ensure you don’t miss any essential steps or details.  
(There is nothing worse than to be left “scrambling” with a technical issue 
or realize you forgot your most important call to action.) 

  



 

 

2. Make sure participants understand all parameters, rules and 
guidelines before you go “live”.   

This includes: 

• Muting and unmuting 

• That viewers of your live stream can see the Hangout as it unfolds 

• They are being recorded and the recording will be publicly available 
on YouTube 

• Making the most of light sources 

• How your agenda is going to play out (e.g. whether or not you want 
a round-table discussion or if you want participants to wait until 
addressed directly by you, before they speak; whether or not there 
will be a question-and-answer period afterwards for participants 

• Whether or not you will allow viewers to engage their Chat function 
and type in questions 

3. Include in your template or event description a standard 
introduction. 

This should cover necessary details such as how viewers can submit 
questions via type Chat. 

(A standard introduction, with only the actual event name and description 
changed, creates a feeling of consistency that can help with branding – 
and viewer/participant expectations.  People like repetition – and they like 
the comfort zone safety that a predictable structure allows.) 

4. Remember that “predictable structure” should NOT mean “boring 
content”.   

The actual information being shared should be dynamic, important, 
fascinating, unique and worth knowing! 

5. Create a script for yourself. 

This will help you ensure all topics and elements are covered. 

Don’t read, however:  Your script can be as informal as a series of index 
cards, containing one Hangout step or point per card; or a point form list of 
items you have to cover. 

 



 

 

6. Keep the pace fast and lively. 

Don’t put your audience to sleep! 

7. Introduce the most interactive elements possible. 

Your Hangout is already interactive – but if you can add incentives like 
prizes, share resources or demonstrate something onscreen, do so. 

(Remember that Google Hangouts allows on-screen document, graphics 
and video sharing, as well as screen sharing.) 

8. Remember to follow up on your Google Hangout. 

• Check traffic and conversion statistics in all your tracking metrics 

• Post a “Thank you” and summary of your successful event in all 
social networks in which it was previously promoted 

• Give shout outs to participants or viewers who made it a particular 
success (asking relevant questions, providing feedback, etc.) 

9. Pay attention to your feedback. 

Make notes.  Evaluate the feedback for validity.  Discuss it with key staff 
members or employees.   

Implement for next time any suggestions or corrections you feel will 
enhance your Google Hangouts. 

10. Hold Google Hangouts regularly and consistently! 

Keep the pace – and your market’s enthusiasm – at fever pitch.   

Summary: 

There are many parts to running a successful Google Hangout that can enhance 
your local business. 

Use your Hangout to promote local events such as sales or workshops you are 
holding in person. 

Create and record Hangouts to actually demonstrate products or solve problems – in 
“real time” – for real customers (your participants).  Doing the latter can really build 
trust, when they see that your actual demonstration or troubleshooting was not pre-
recorded at the time of airing:  That your products work; or that you know how to 
solve customer problems. 



 

 

Archive your recorded shows on your website – perhaps even in a FAQ section.  
Provide organized links, so people can look things up quickly.  (This is especially 
valuable if your customers or clients are visual learners, rather than text-oriented.) 

Use your Google Hangouts to alert people to the advantages of your store or 
business over your competitors.  Let them know that in addition to top quality 
Customer Service and enthusiasm, they will receive discounts, loyalty rewards, 
V.I.P access – and expert advice geared to their best interests and most important 
passions.  

Let your customers or clients know that you are willing to go the extra mile to make 
sure all their needs are met – and exceeded. 

Invest time in your customers – and they will reward you, if you invest wisely.  
Create a community and build a loyal following:  Not only locally, but all over the net. 

Finally, if you don’t have the time you need to indulge in learning curves that may be 
greater than some of your competitors’ to create and produce regular Google 
Hangouts (and Hangouts campaigns), relax! 

You can actually outsource several or all of Google Hangout creation steps to 
professionals whose passion is producing those top notch events you wish to 
produce.   

Don’t automatically think you can’t afford this, either:  Pricing is often flexible, geared 
to your budget and to the actual components or services you need to outsource. 

Your competitors may not yet have caught onto the extra edge that Google 
Hangouts can give them.  Don’t procrastinate – especially on the grounds that you’re 
“too busy”.   Invest time now (or simply outsource your Google Hangout set up and 
creation) – and judge for yourself how valuable Google Hangouts can be for your 
business. 

 

 


