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INTRODUCTION: WHY GOOGLE
HANGOUTS STILL MATTERS FOR
BUSINESS COMMUNICATION

In the ever-evolving landscape of digital
communication, businesses are
constantly seeking tools that are both
powerful and easy to use. Google
Hangouts, once the flagship messaging
and video calling platform within
Google’s ecosystem, remains a relevant
solution for many small to medium-sized
enterprises, freelancers, and remote
teams. While Google has transitioned
some features to Google Chat and
Google Meet, understanding how to use
Google Hangout for business can
unlock a set of practical communication
capabilities that integrate seamlessly
with Gmail, Google Calendar, and other
Workspace applications. This guide will
walk you through everything you need to
know about leveraging Hangouts for
professional use, from setting up your
account to hosting productive video
conferences and managing team chats.

The appeal of Hangouts lies in its
simplicity and zero-cost entry point. For
businesses already using Gmail or
Google Workspace, adding Hangouts
requires no additional software
installation. The platform supports one-
on-one messaging, group conversations,
voice calls, and high-definition video
meetings with up to 25 participants.

Despite newer tools like Slack and Zoom
gaining popularity, many organizations
still rely on Hangouts because it is
already embedded in their daily
workflow. By mastering how to use
Google Hangout for business, you
can streamline internal collaboration,
reduce email clutter, and enhance client
communication without breaking the
bank.

This article covers practical setup steps,
key features, integration tips, and
advanced strategies for using Hangouts
in a professional environment. We will
also address common pitfalls and best
practices to ensure your business
communications remain secure and
efficient. Whether you are a startup
founder, a project manager, or a remote
worker, these insights will help you
make the most of this underrated Google
tool.

GETTING STARTED: SETTING UP
GOOGLE HANGOUTS FOR YOUR
BUSINESS

Before diving into advanced features,
you need to ensure that Hangouts is
properly configured for your business
account. The process differs slightly
depending on whether you use a free
Gmail account or a paid Google
Workspace subscription. For business
purposes, a Workspace account provides
additional controls and administrative
options, but the free version also works
well for small teams.
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Activating
Google Hangouts
iIn Gmail and the
Web

If you use Gmail, Hangouts is typically
enabled by default. Look for the
Hangouts icon (a speech bubble with
three dots) in the left sidebar of your
inbox. Clicking it opens a contact list and
chat window. If you do not see it, go to
Settings (gear icon) in Gmail, select "See
all settings," navigate to the "Chat and
Meet" tab, and choose "Google Chat and
traditional Hangouts." This option keeps
the classic Hangouts interface active. For
business users, we recommend sticking
with the "Hangouts" option rather than
Google Chat if your team is already
familiar with the old interface. However,
be aware that Google is gradually
phasing out Hangouts in favor of Chat,
so it is wise to monitor updates from
your Google Workspace admin.

Installing the
Mobile App for
On-the-Go
Communication

For professionals who need to stay
connected while traveling, the Google
Hangouts mobile app (available for iOS
and Android) is essential. Download it
from your app store, sign in with your
business Google account, and enable
notifications. The  mobile  version

supports text messaging, voice calls,
and video meetings. You can also make
phone calls to landlines and mobile
numbers using Google Voice credits if
your plan includes that feature. This
flexibility makes how to use Google
Hangout for business extend beyond
the desktop, allowing you to answer
client calls or join team stand-ups from
anywhere.

Setting Up
Permissions and
Admin Controls
(Workspace
Users)

If you are a Google Workspace
administrator, you can control who can
use Hangouts within your organization.
Log into the Google Admin console, go to
Apps, then Google Workspace, and
select "Google Chat and classic
Hangouts." From there, you can enable
or disable the service for specific
organizational units. You can also set
retention policies for chat history,
restrict external contacts, and manage
recording permissions for video
meetings. These controls are crucial for
maintaining data security and
compliance, especially in regulated
industries.

CORE FEATURES OF GOOGLE
HANGOUTS FOR BUSINESS

Understanding the full feature set of
Hangouts is key to using it effectively.
While the platform is not as feature-rich
as some paid alternatives, it covers the
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essential communication needs of most
businesses. Below we break down the
primary functions and how to apply them
in a professional context.

Instant
Messaging and
Group Chats

Text-based communication is the
backbone of Hangouts. You can start a
one-on-one conversation by clicking on a
contact name or initiating a group chat
by selecting multiple participants. Group
chats are ideal for project teams,
department updates, or quick decision-
making without cluttering email inboxes.
Unlike Slack, Hangouts does not have
channels or threads, but you can still
share files, images, and emojis. For
business use, keep messages
professional and avoid using Hangouts
for non-work topics. You can also pin
important chats for quick access. When
learning how to use Google Hangout
for business, mastering group chat
etiquette is a must. Use @mentions
sparingly and set clear expectations
about response times.

Voice and Video
Calls

Hangouts allows you to make free voice
and video calls to other Hangouts users.
For video calls, simply click the video
camera icon next to a contact or inside a
group chat. You can add up to 25
participants (the limit for standard
Hangouts; Google Meet offers higher
capacity). Video quality is generally

good, though it depends on your internet
connection. During calls, you can share
your screen, which is invaluable for
presentations, software demonstrations,
or collaborative troubleshooting. Screen
sharing is straightforward: during a call,
click the three-dot menu and select
"Share screen." You can choose to share
your entire screen, a specific window, or
a Chrome tab. This feature alone makes
Hangouts a viable tool for client
meetings and internal training sessions.

Integrated Phone
Calls (Google
Voice)

One often-overlooked business
advantage is Hangouts’ integration with
Google Voice. If your business uses
Google Voice numbers, you can make
and receive calls directly within
Hangouts on both desktop and mobile.
This eliminates the need for a separate
softphone application. You can set your
business hours, voicemail greeting, and
even call recording (where permitted by
law). This integration is particularly
useful for freelancers and small business
owners who want a professional phone
presence without paying for a dedicated
VolIP service. Understanding how to use
Google Hangout for business in this
context means leveraging it as a full-
fledged telephony solution.

INTEGRATING GOOGLE
HANGOUTS WITH YOUR
BUSINESS WORKFLOW

Hangouts does not exist in isolation. Its
strength comes from how well it
connects with other Google services. By



integrating it with Gmail, Calendar, and
Drive, you can create a seamless
productivity ecosystem.

Using Hangouts
with Google
Calendar

When scheduling a meeting in Google
Calendar, you can add a Hangouts link
directly to the event. In the event
creation window, click "Add
conferencing" and choose "Hangouts."
This generates a unique meeting link
that participants can click to join. If you
also want to include a dial-in phone
number, you can add Google Voice
integration. For recurring meetings (like
weekly team syncs), the Hangouts link
remains the same, making it easy for
everyone to join. Ensure your calendar
settings automatically add Hangouts to
all new events by enabling the
"Automatically add video calls" option in
Calendar settings. This saves time and
reduces the friction of joining meetings.

Sharing Files
from Google
Drive

During a Hangouts chat or video call,
you can share files directly from Google
Drive. Click the Drive icon in the chat
input field to attach documents,
spreadsheets, or presentations.
Recipients will see a thumbnail and can
open the file in Drive without leaving the
chat. This is particularly useful when
reviewing a document in real time during

a video call. You can also set shared
drive permissions from within Hangouts,
though for security reasons, we
recommend double-checking access
levels in Drive itself. Integrating file
sharing helps teams collaborate faster
and keeps all relevant materials in one
place.

PRACTICAL STEPS FOR USING
GOOGLE HANGOUTS IN BUSINESS
SCENARIOS

Now that you understand the features,
let’s apply them to real business use
cases. Whether you are hosting a client
meeting, conducting a remote training
session, or providing customer support,
these step-by-step instructions will guide
you.

Hosting a Client
Meeting via
Video Call

1. Open Google Calendar and create
a new event with your client’s
email address.

2. Click "Add conferencing" and
select "Hangouts." Copy the
meeting link and include it in the
event description.

3. Send the invitation. Your client will
receive an email with the link.

4. At the scheduled time, click the
Hangouts link from your calendar
or directly from
hangouts.google.com.

5. Wait for participants to join. When
everyone is present, click the
screen share button if you need to
present slides or a demo.

6. Use the chat panel to share links
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or take notes during the call.
Record the meeting if needed
(with consent) by clicking the
three-dot menu and selecting
"Record meeting."

This workflow ensures a professional and
organized client interaction. Remember
to test your microphone and camera
beforehand. Also, encourage clients to
install the Hangouts app on their phone
as a backup if their browser fails.

Running a Team
Stand-up or
Brainstorming
Session

For internal meetings, Hangouts group
video calls work well. You can start an
impromptu call from a group chat by
clicking the video icon. To keep the
meeting focused, use the following tips:

» Set an agenda in advance:
Share a bullet-point list in the chat
before the call.

e Assign a moderator: One person
manages screen sharing and
keeps time.

e Use the raise hand gesture:
While not a built-in feature, you
can ask participants to type "hand"
in the chat to indicate they want to
speak.

e Capture action items: Use
Google Docs or Keep notes during
the call and share the link
afterward.

These practices help you master how to
use Google Hangout for business
with efficiency and professionalism.

TIPS FOR CUSTOMER SUPPORT
USING GOOGLE HANGOUTS

Some businesses use Hangouts for real-
time customer support. While it is not a
dedicated helpdesk tool, it can be
effective for small operations. Create a
dedicated Google account (e.qg.,
support@yourbusiness.com) and share
that Hangouts ID on your website or
social media. When a customer
messages you, you can respond with
text, send product images, or escalate to
a video call for troubleshooting. Set
expectations by using an auto-reply
message that includes your support
hours. Be aware that Hangouts does not
offer ticketing or analytics, so you may
eventually need to upgrade to a CRM-
integrated solution. But for start-ups, it is
a simple and free way to offer live
support.

SECURITY AND BEST PRACTICES
FOR BUSINESS COMMUNICATION

Using any communication tool for
business requires attention to security.
Google Hangouts benefits from Google’s
overall security infrastructure, including
encryption in transit and at rest.
However, you should follow these best
practices:

e Use strong passwords and
2FA: Protect your Google account
with two-factor authentication.

e Limit external contacts: In
Workspace settings, restrict who
can message your employees to
avoid spam or phishing.

* Be cautious with file sharing:
Only share files with trusted
parties and use Drive’s link sharing
settings to restrict access.

e Archive chats for compliance: If
your industry requires record-



keeping, enable chat history in information. Regular audits and reviews
your Google Vault settings. help maintain a secure communication
e Educate your team: Train environment.

employees on safe chat practices,
such as never sharing passwords LIMITATIONS AND WHEN TO

via Hangouts and reporting CONSIDER ALTERNATIVES

Suspicious messages. No tool is perfect, and Hangouts has its
limitations. The most significant is that
Google is gradually retiring the classic
Hangouts interface and

Security is a crucial aspect of how to
use Google Hangout for business,
especially when handling sensitive client
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